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About this Tutorial

TUTORIAL OBJECTIVE
This tutorial was developed to take budget staff through the most common sequential steps for developing a
staffing projection using SPS and releasing data for CIM needs.

HOW TO USE THE TUTORIAL

This tutorial can be used in a formal training session, for individual practice, or developing the agency salary
projection. Each task is preceded by a brief explanation of the task and its importance in your projection
development as well as general business rules. Examples for data entry and selection are provided for use in
formal training or individual practice—the highlighted information are suggestion values, it is best to use
information pertaining to your individual agency. Alternatively, users can follow the steps without the use of
the examples for true agency use. Specific business rules and recommendations for using SPS are denoted with
a L on the task. Appendix 1 contains a listing of all of these business rules.

ABOUT FEATURE LESSONS

Use of features will be described in great detail the first instance in the tutorial. Subsequent steps that utilize the
same feature will be more generic drawing on the user’s basic understanding of the feature already described.
For example, the first time adding a position file, the instruction will describe every option and button available,
whereas subsequent steps to add a position will only state, “add a position file”.

SYSTEM ISSUES (BUGS) & RELEASE NOTES
There are some known issues (or problems) with SPS. Please see Appendix 3 for “Release Notes” describing
these known issues.

ADDITIONAL RESOURCES

A rates reference document can be found in the BudgetWorks Help library at
https://budgetlogon.ofm.wa.gov/library/default.htm. This Help library may also be accessed via the Help link in
SPS. You can also contact the OFM Help Desk at HereToHelp@ofm.wa.gov or call 360.407.9100.



https://budgetlogon.ofm.wa.gov/library/default.htm
mailto:HereToHelp@ofm.wa.gov

Getting Started — Logging on to SPS and System Navigation

Open Internet Explorer and enter the login address https://budgetlogon.ofm.wa.gov/Logon.aspx in the
address bar of the browser.

If in a training session, use the link provided in class.

1. Use your login ID and password to log into BudgetWorks. If you do not have a login 1D and password,
use the Security Request Form to request one.

2. Login into BudgetWorks
User ID — <Agency Number>00<First Name>
Password — (provided in class or user chosen)
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3. Select Salary Projection System.

How to Disable Pop-Up Blockers
In order for the SPS application to work, you must disable your pop-up blocker for this site. The easiest way to

do this if your security is set to block pop-ups, is to take the following actions when the message below appears
as you try to work in the application:


https://budgetlogon.ofm.wa.gov/Logon.aspx
https://budgetlogon.ofm.wa.gov/library/security.pdf

Pop-up blocked. To see this pop-up or additional options dlick here,
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There are currently no coding structures in this companent for the selected packet,

Pop-up blocked, To see this pop-up or additional options click here, ..
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and the following choices will

Termporarily Allow Pop-ups
Always Allow Pop-ups From This Sike, .,
Settings b

Information Bar Help

Choose “Always Allow Pop-ups from this Site...” This will put the site in your security settings automatically.

Or, while in Internet Explorer, select Tools, Pop-up Blocker, Pop-up Blocker Settings as seen below:
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Under “Address of Web Site to allow:”, type in ofm.wa.gov or fortress.wa.gov and select Add.
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Key Navigation Features

All navigation bars and selection tabs are in the same place on every page. The selection tabs run horizontally
across the top of each screen, allowing for the selection of screen features and system navigation. Shortcut links
on the application tab bar (3) and the breadcrumb bar (4) allow for the ability to “jump” to previously viewed
pages without using the browser Back button (1).
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1. Internet browser navigation buttons. Note: The SPS application does not support the use of
internet browser navigation buttons, i.e. ‘back arrow’ and ‘forward arrow’. You should avoid using the

back arrow and forward arrow buttons available on your web browser tool bar when working in SPS.
Using these buttons will give unpredictable results depending on the screen you are on when used.

2. Page Header includes Application Title (Salary Projection System), Contact, Help, and Logout
Link. Note: The Contact link tells how to contact support staff, and the Help link takes you to
BudgetWorks Help document library. Note: It is extremely important to properly logout of the
system when not in use. There is a timeout provision included in the system. If your session is inactive
for 120 minutes the system will time you out.

3. Application Tab Bar is always available, and includes a tab for each major functional area in the
system including Position Files and Projections.

e The Position Files tab enables you to view a list of the agency’s position files, to navigate to all
the detail related to a chosen file, and perform other functions related to position files. The
other functions include adding new files, updating files, viewing details, new HR Data Loads,
copying/merging files, exporting, importing, running projections, releasing files, bulk updating,
making the position file current, clearing the in-use flag, running reports, and deleting files.

e The Projections tab enables you to view a list of the agency’s projection files, to update the
projection file list information and run reports on those projection files.

4. Breadcrumb Bar serves as a trail to navigate back to any previously viewed screen in the application.
The breadcrumb bar is dynamic in that any given page will show a different breadcrumb trail based on
how the page was reached.



‘. Projections

2osition File List > Position List > Position Details

eletel View Invalid Data Comments

Save Reset Add Search D

5. Page Footer indicates which application environment you are working in (i.e., training or production).



LESSON 1 - PREPARE POSITION FILE



Lesson 1, Task 1 - Establish a Position File

All positions are contained within individual position files. A file must be added prior to performing an
HR Data Load or Copy. Position files are assigned an owner with the default as the person who added

the file.

After logging into SPS, the Position File List screen is displayed. Note: If your agency does not have
any position files previously established, there will be no records displayed in the Position File List for

your agency.
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Select the Add tab to create a new position file from the activities bar. The following Add Position File
dialog box will be displayed:

2.

‘3 Add Position File -- Web Page Dialog

Add Position File

Position File ID ||
Title |
Comments

Operations Lock O
Owner Lock O

Save || Reset  |Cancel

hitp:/fafmapoly400/BASSWEE _qajSPS(Pasitiontisting), @) Trusted sites |

3. In the Add Position File dialog, add a three character Position File ID and Title for this file.
<your initials>1 - <your name> Training
TR1 — Trainer Training
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2 Add Position File -- Web Page Dialog

Add Position File

Position File ID [TR1

Title [Trainer Training
Comments

Operations Lock [
Owner Lock O

Save || Reset  |Cancel

|http:fiofmapoly400/BASSWEE_qa/SPS(PositionListing) | Trusted sites |

4, Select Save to close the Add dialog box.
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Lesson 1, Task 2 — View/Update Position File Information

The Position File List screen enables you to view information about your agency’s position files as well
as perform various tasks with those files. Informational items include number of records, number of
exceptions, file owner, extract date, etc. Functions allow you (depending on your security level) to lock
position files, enter file comments, change file owner, clear in-use flags, or delete unlocked position files.
Each column can be sorted in ascending or descending order according to user preference.
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1. Activities Bar—allows you to perform actions related to a specific position file or files or to Add a new
position file. This includes Update, View Positions, Filter, HR Data Load, Copy/Merge, Export, Import,
Run Projection, Release, Bulk Update, Make File Current, Clear InUse, Reports and Delete.

e The Add tab allows you to create a new position file to load HR data into, add positions manually, or
import data into.

-11 -
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e The Update tab allows you to update the position file title, comments, owner, funding titles biennium,
operations lock, owner lock, and the export flag depending on your security.

e The View Positions tab allows you to look at position information for positions included in the position
file chosen.

e The Filter tab allows you to set or clear the filter that you want to apply to the position file, reports and
the projection.

e The HR Data Load tab allows you to extract HRMS data into an empty position file.

e The Copy/Merge tab allows you to copy position information from one file to another.

e The Export tab allows you to export funding or assignment pay (Washington State Patrol only)
information for updating outside the system. See Lesson 2, Task 6 and Appendix 4 for more
information.

e The Import tab allows you to import funding or assignment pay (Washington State Patrol only)
information back into the file you exported it from. See Lesson 2, Task 6 and Appendix 4 for more
information.

e The Run Projection tab allows you to run a projection on the position file chosen. See Lesson 3, Task 1
for more information.

e The Release tab allows you to release position file information for the Compensation Impact Model,
Labor Relations Office request and to view the CIM Position Listing Report. See Lesson 4, Task 2 for
more information.

e The Bulk Update tab allows you to update mass information on the position file at one time. See Lesson
2, Task 5 for more information.

e The Make File Current tab allows you to update your position file to reflect any increments or General
Salary Increases that occurred between the salary update date of the position and the current date. See
Lesson 2, Task 5 for more information.

o The Clear InUse tab allows budget operations users to clear the InUse flag in case a user has improperly
logged out so the position file can be updated.

e The Reports tab allows you to run a position listing report for a position file chosen. See Lesson 2, Task
7 for more information.

e The Delete tab allows you to delete one or several position files.

Position File Selection Box—allows you to work with a particular position file or files.

Position File ID—displays the chosen three character ID.

Position File Title—displays the chosen title.

Operations Lock—displays a lock indicator if an operations user has locked the file. To remove this lock
you must go through the update tab.

Owner Lock—displays a lock indicator if the owner has locked the file. To remove this lock you must go
through the update tab.

InUse Indicator—displays the name of the person who has the file in use. Budget Operations users can
clear this by selecting the Clear InUse tab.

Exported Indicator—displays whether a position file has been exported for funding or Assignment Pay
(Washington State Patrol Only). To remove this indicator Budget Operations or the Owner can clear this
through the update tab.

Comments Indicator—displays whether comments are associated with the position file. To view click on
the check mark and to close click the check mark again. To change comments you must go through the
update tab.

Owner—displays who owns the position file. This can be changed through the update tab.

Record Count—displays the total number of records in the position file both valid and invalid.

Exception Count—displays the total number of exception records (invalid records) that unless fixed will
not be included in a projection.

Funding Titles Biennium—displays from which biennium the funding titles are edited against. This can be
changed through the update tab.

Extract Date—displays the date the HR Data was loaded into the position file. If the file was copied, it will
display the date of the original file.

-12 -



15. Updated By—displays the name of the user that last updated the file and if you hover over the name will
display the date and time it was updated.

16. Released By—displays the name of the user that released a position file to CIM and if you hover over the
name will display the date and time it was released.

1. Select the Update tab to update a position file from the activities bar.
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2. The following Update Position File dialog box will be displayed:

2 Update Position File -- Web Page Dialog

Update Position File

Position File ID TR1

Title [Trairer Training
Comments

Owner Training, Trainer
Funding Titles Biennium | 2007-09
Operations Lock O

Owner Lock O

Exported

Save || Reset | Cancel

Ihttp: Jiafmapoly400fBASSWEE _gafSPS/PositionListing/UpdatePositionFile, asp: |0 Trusted sites I

3. Enter Comments in the comments section for additional information for later use.
“Complete agency data load on <today’s date>"

4. Check the box to the right of Operations Lock to lock the position file. Note: A Budget Operations
Lock prohibits all agency Edit Access users from making changes to the position file. File Owners that are
Edit Access may also set an Owner lock that will prohibit all Edit Access users who are not the file owner
from making changes to a position file. No file that has a lock set can be deleted.

-13-



‘A Update Position File -- Web Page Dialog,
Update Position File

Position File ID TR1

Title Trainer Training
Comments Complete agency data load on 10/22/08.

Owner Training, Trainer
Funding Titles Biennium | 2007-09
Operations Lock

Owner Lock O

Exported

Save || Reset || Cancel

htkp: f fofmapoly400/BASSWEE _ga)SPS/PositionListing/UpdatePositionFile, aspx

@ Trusted sites

5. Select Save to close the Update dialog box.
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Lesson 1, Task 3 — Load Data from the HR Data Warehouse

SPS gets its payroll data from the Human Resource Management System (HRMS.) The HR Data Load
will pull all position records contained within the HRMS data for the agency. This includes vacant
positions and abolished positions that although not used by the agency, have not been removed from the
HRMS personnel/position data. There is currently no option to limit the amount of data retrieved from
the HRMS. Updated data is available to SPS after each payroll run (usually around the 10th and 25th.)
Positions that do not meet certain rules or data requirements will be flagged as invalid and not included
in any projections. More information on these invalid records is available in Lesson 2, Task 2 — Correct
Invalid Positions and Appendix 2.

5. Check the Position File Selection box, and then select the HR Data Load tab from the activities bar.

Projctions
Tramer Traneg - 103 « Commerty, Tracde I Ecorome Deveiop
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-14 -



6. The system will go out and load the HR Data information into your position file. Note: You will
know the data has been loaded by the record count and exception count stated on the position file list.
Depending on the number of records, this may take a little bit of time. See below:

Poarmon File List Traner Traning - 103 - Community, Trade & Ecorami Develop
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Lesson 1, Task 4 — Copy Positions for One Program to its Own File (Including Filter)

Users can easily copy positions between position files in SPS. However, the position file to copy to must
exist prior to the attempted copy. SPS was developed with a multi-purpose filter that can be used to limit
the amount of data copied. If position data already exists in the Copy To file, merge options are available
for the user to determine how they wish the system to handle the copy/merge.

1. Select the Add tab to create a new position file from the activities bar. Then add a new Position File 1D
and Title. £ZJ Note: A position file must exist for you to copy.
<your initials>2 — <your name> - Copy To File
TR2 — Trainer - Copy To File

3 Add Position File -- Web Page Dialog

Add Position File

Position File ID [TR2

Title Trainer - Copy To File
Comments

Operations Lock O
Owner Lock O

Save  Feset  Cancel

| http: {fofmapoly400{BASSWEB_qaiSPS{PositionListing/, @) Trusted sites |

2. Select Save to close the Add Position File dialog box.

3. Hover over the Filter tab to set or clear a filter.
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Select Set Filter and the following SPS Filter dialog box will be displayed, by default the Position tab is
displayed first:

2 SPS Filter -- Web Page Dialog

SPS Filter

[ely Accolnt Summary Hints

Position Information

Criteria

Position Num
Job Class
Pos. Funded |
User Defined
Start Date
Name |

Barg. Unit |
Retirement |
Work County |

Clear | |Cancel

bt fofmapaly400/BASSWEE _ga{SPS{CommonUl(Fiker. | @ Trusted sies

L) Note: There are four tabs on the Filter each criteria field will display a tool tip with a formatting rule, if
one applies. Some criteria fields have lookups available and others are only available to type in the
criteria.

O
O
O

The Position tab allows you to filter by specific position detail information
The Account tab allows you to filter by specific account coding elements
The Summary tab displays summarized information on the number of records that will be
affected by the filter chosen (when a specific position file is not chosen, this information will
not be available)
The Hints tab displays some of the common rules used in setting a filter and when they can be
used. An example for job class and Name are below:

= Job Class - 12* (returns all job classes that begin with 12)

= Job Class - 120?71 (returns all job classes where the first three-characters are 120 and

the last character is 1 regardless of what the fourth-character is)

-16 -



= Job Class - = (returns all job classes where the job class code is blank);

= Job Class - 12000-12040 (returns all job classes within the range of 12000-12040)

= Job Class - 12010, 12020, 12030 (returns all job classes matching 12010, 12020, or
12030

= Name - > B (returns all records where the name is greater than the letter "b". <and <>
are also allowed)

= Name - Ove* (returns all records where the name as displayed begins with “ove”. By
default HR data loads Last Name, First Name. The only option to search on name is to
enter the first part of the name as displayed and enter * at the end. Spaces and commas
are not allowed).

Note: The filter can search on a number of options (e.g., Program and Job Class) as long as the
selections do not get too complex.

5. Select the Account tab to filter on Program

2 -- Web Page Dialog

SPS Filter

Account Coding Information

Criteria

Pgm. Index |
Pgm. Info
EA Index
Account

EA Type
Org. Index
Org. Info
Project Info
Budget Unit |

Ok || Clear | |Cancel

http:/jofmapaly400/BASSWEE_qa/SPS/PositionListing/Fill @ Trusted sites

6. Select the -+ next to Pgm. Info to bring up a lookup list of agency programs. Note: Programs
listed are programs found in the AFRS funding titles for the funding titles biennium chosen. If you choose
to go to a lower level of detail, you must first select the 1** level of the hierarchy (ie Program) and it will
then display the next level (ie Sub Program) and down through the hierarchical relationship.

-17 -



=3 Lookup -- Web Page Dialog

Program Info

Program

100 - Administration and Support Services
300 - Community Services

400 - Housing Division

450 - State Building Code Council

500 - Energy Division

Sub Program

Activity

Sub Activity

http:jfofmapaly400/BEASSWEE _ga)s | @) Trusted sites

Double click to select a Program from the list on which you wish to base the copy and select Ok to close
the Lookup dialog box.

<The program in your agency that you are coded to>

100 — Administration and Support Services

Select Ok to close the Filter dialog box.

Check the Position File Selection box for the first position file you created and select the Copy/Merge
tab. The following Copy/Merge Position Files dialog box will be displayed:

<your initials>1 - <your name> Training

TR1 — Trainer Training

Note: If a filter was applied prior to a copy/merge, the dialog box will display the filter chosen.

-18 -



10.

‘A Copy/Merge Position Files -- Web Page Dialog

Copy /Merge Position Files
Copy /Merge From

File ID TR1 - Trairer Training

Filter Program; 100

Copy/Merge To

File ID | [Select a Position Fils]

Please select a file,

Merge Options
Replace Duplicates Keep Duplicates Replace Entire File

Copy || Cancel

http:{{ofmapoly400/EASSWEE_gaSPS/PositionListing/Copyl | @) Trusted sites

In the Copy/Merge To section of the dialog box select the ﬂ to choose the second file you added then
select Copy. Note: If the file in the Copy/Merge To section is empty, only the copy button will be
available, if the file in the Copy/Merge To section has records, the Merge Options will be enabled and the
copy button will display as Merge. Note: There are three Merge Options 1) Replace Duplicates
overwrites any duplicates found in the To file, 2) Keep Duplicates retains any duplicates found in the To
file, ignores those in the From file, and 3) Replace Entire File takes all the information from the From file
and puts it in the To file. Note: Duplicate means the same position number, person name and start
date.

<your initials>2 — <your name> - Copy To File

TR2 — Trainer-Copy To File

-19 -



3 CopyiMerge Position Files -- Weh Page Dialog

Copy /Merge Position Files
Copy,/Merge From

File ID TRA - Trairer Training

Filter Srogram: 100

Copy,/Merge To

File T0y | TR2 - Trainer - Capy To File

|

The selected TO file has no records. Click 'Copy' to copy all
records matching the filter criteria.

Merge Options
Replace Duplicates (' Keep Duplicates () Replace Entire File

Copy | [Cancel

Ihttp:,l',l'nfmapnIy4l3D,l'B.C\SSWEB_qa,l'SF‘S,l'PositinnListing,l'Coper |ﬂ Trusted sites

11.

Verify the number of positions you expected to copy are displayed in the record counts on the Position
File List screen.
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LESSON 2 - EDIT POSITION FILE
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Lesson 2, Task 1 — View Positions in Position Listing (Includes Filter)

SPS allows users to see a listing of positions for any position file. By default, any records that have been
flagged as invalid (or exceptions) will be presented to the user when loading a list of positions unless no
exceptions exist. The SPS Filter can be used on the position listing to limit the number of records displayed.
The list can be seen in Rows of 100, 200 or 300 which may determine the number of pages you will have to
page through to see all positions.

1. To view the position listing you can either select the Position File Selection box and the View Positions
tab or select the Title link of the file.
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-

2. Select a file from the position file list using either method described above. This will take you to the
position list screen shown below:
<your initials>2 — <your name> - Copy To File
TR2 — Trainer-Copy To File

ey | Projsticrs
Foanon Fke Let > Foaton List Trarar Trandg - 103 - Commenty, Trade & Soonaime Dawiop

Qw_ TR2 - Traner - Copy To Fo ¥, Rows | 100 ¥ | Llea o

Gofoct Al Posdtion 24  Stacl Date Nalne Job Class Job Titke Bange Step
@ 00435 Srplypo 00074 SGW  ENFAC SITESPEC 60 ace
O xoome X CEDFEC3 = 00
0 MO0 238  CTEDSECZ = 000
O oo 4L TSECA 62 am
O xoossd WG ADPAY ASST 3 ) 0100
C A04547 0 CHDSEC2 2 000
O xopsa 3%  CEDSPEC2 52 0.6
O medss WMEI3 ASSOC DR OF TED 000
O 004602 23 CTEDSFEC2 [+ 0o
O xooee 23  CTEDSPEC2 w2 a0
O oo0dee 23X CTEDSFEC3 = oo
O ot L ] 200} OFF AS5T 3 A s
O A040a3 230 CTEDSECH 0 0100
0 NO0is 20 CTEDSPEC) L] 000
@ 004655 WEH AP ASST 4 @ 000
O xogsxo [/% CTEDSECS 55 006
O X0M7% 1162007 Evplyse00003 347D  BLOCET ANALYSTA 63 A 4,13400
0O oees; 23X  CEDSPEC3 52 0o ¥

> vxw-vvr,ws'.,,"&w

o 2 i Marsgeneen
2 U .15‘;4 m@‘.em

P gt and

Files selection box—allows you to select a position file you want to view as a position list.

Rows selection—allows you to select the number of rows to display (100, 200, 300) on the position list.
Load button—once the Files and Rows are selected, the load button must be selected to display the
information that file.

wp P
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3.

4.  Status Bar—indicates the position file listed by position file ID and title, whether you are looking at
valid or invalid records, the count or number of records and whether the file is locked, read only, has a
filter applied, etc.

5. Activities bar—allows you to perform actions related to a specific position file list. This includes Add,
View Detail, Filter, Run Projection, Search, View (In)Valid Positions, Reports, and Delete.

e Add—allows you to create a new position.

e View Detail—allows you to navigate to the position details of the selected position.

o Filter—allows you to set or clear the filter that you want to apply to the position file list.

¢ Run Projection—allows you to run a projection on the position file chosen. See Lesson 3, Task 1
for more information.

e Search—allows you to find a position by position number or name and navigate to that position’s
detail information.

e View (In)Valid Positions—allows you to toggle between invalid and valid positions on the list.

e Reports—allows you to run a position listing report.

e Delete—allows you to delete one or several positions from the position file.

6 Selection Boxes—allows you to choose header and select all or deselect all.

7. Position #—Displays the number identifying the position.

8.  Start Date—Displays the date the position is effective.

9.  Name—Displays the name of the person holding the position.

10. Job Class—Displays the job class for the position.

11. Job Title—Displays the working title for the position.

12.  Range—Displays the range for a classified position.

13. Step—Displays the step for a classified position.

14. Salary—Displays the salary for the position.

Select View Valid Positions to change the display to valid records.

I
i
i

ks Let > Pospon L s Trares Traewng | 303 - Community, Track B Econome Develop

4.

Selct AR Pusition # 4 Stact Date e Range Step  Saluty B

C NGS5 Emploes 00079 S42W FNFAC SITE SPEC 60 a0
C X CTED SPEC 3 59 0.0
C 2339 CTED SPEC 2 52 00X
[ 47a [T 9%C 4 (] 000
l X ALPAIN ASET 2] i)
[ zz CTED SPEC 2 "2 a.0x
|

e CIED SP%C 2 2 JLX
a.00

32 200

2 oo

L -] a0

C a1 0.00

O o 0.00

| = 200

109+ AL ASST 4 L ke

2330 CTED SPEC 3 b= Q0o

0 X079 1L5/2007 Emplogos 00003 1470 BUDGET MNALYST 4 59 4,214 00
O F04TR 233C CYED SPEC 3 b 000 »

Review Valid Positions and note a job class number that has more than one position and write it down for
reference in the next lesson.
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5. Select Filter/Set Filter and select the Position tab. Enter the Job Class code noted above in the Job
Class field.

2505 Fiby Wul; g Tatog

S Fllter

BRI 4ccount Summary Hinks

Position Information

Criteria

Position Num
Job Class
Pos. Funded
User Defined
Starl Date
Name

Barg, Unit
Retirament
Work County

O« Ty Careel

6. Next, go to the Summary tab and select the Refresh button to see how many records your filter will
return.

7. Select Ok to apply the filter and return to the Position Listing. Note: This may return an empty list
for invalid or valid positions. Note: You can filter on any combination of account code or available
position options (i.e., all Secretary Admin with a position start date greater than 7/1/2003 in program 010
with appropriation index 011).
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10.

Return to the Position file list by selecting the breadcrumb Position File List. Then choose the Position
File that you originally loaded HR data into and load its position list by using the title hyperlink or the
Position File Selection box and View Positions tab.

<your initials>1 - <your name> Training

TR1 — Trainer Training

Clear the filter and select View Valid Positions.

Click on the header of the Job Class column to sort the list by job class. This sort option is available for
all columns of the Position List.

Lesson 2, Task 2 — Correct Invalid Positions

Position records that do not meet certain business or data rules get flagged as invalid records. By default the
position list displays any invalid records found. Within the Position Detail of each record is an explanation of
the error that resulted in the flag. Appendix 2 of this document contains a listing of possible errors and
recommended resolutions. All vacant positions will come across as an invalid position since information vital
to calculating a projection is missing. Invalid positions will not be included in any projections. It is necessary
to correct all errors for positions that are needed to adequately represent projection results.

Load the Position File that you copied filtered data into in Lesson 1, Task 4.

<your initials>2 — <your name> - Copy To File

TR2 — Trainer-Copy To File

Verify in the status bar that you are viewing invalid records. Toggle the View (In)valid Positions tab as
necessary to display Invalid Positions.

Update a Vacant Position to Clear Invalid & Project Salary

To View the position detail select the Position # hyperlink or the Position File Selection box and View
Detail tab.
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Projectiore
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4, Identify a position that is currently vacant that should be retained for projection purposes.
Note: Vacant positions are always loaded as exception records since certain data elements are
missing.
Pick the first classified position (position with a salary range) with a blank Start Date and blank name
This will take you to the Position Details screen shown below:

L e ——————————————————————————————— ]

Soatu M Lat 5 Priion Lot » Poesn Dutae Shely Moioos 11+ Depatoouct of Comrmacs

ot Boset M| B Sripeer CessT) Oniin ene ke a3 Commaty Pustin T 504 Tee

e T )
T

Qe Dute " Sae Aty TR

[ 12 D0t - Ghandat ragescn Ohr-Spressatnd) | I - COMGACE SRS 1 oo seans
Bas il
o

»

e . Sod ey MeryMeBuedted Tt Cowt ey fw
V| [t vl O ] o |

Sy ot ] Fm_'mmﬁ
[etolopuwginddl V|- Sewtetd v V)

Jopven o awwnilew  Bdles

. . : = - Wige U Do otetnd Sty D
Poeitoweel Vi = = Al ] oz |
moy v Bl U

b Qam B

oL I ey MR O Toe S
M - Stn Clunstud v 3| vom farat 7T [ 2] e Ve 07

7 Do (R0 el AL
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1. Activities bar—allows you to perform actions related to a specific position detail. This includes Save,
Reset, Add, Run Projection, Search, Delete, and View (Hide) Invalid Data Comments.
e Save—allows you to save any changes you made to the record on the active Start Date tab.

o Reset—allows you to discard any changes you made before saving and put the record back to its
original state.

o Add—allows you to create a hew position or record in three ways:
o Add Position presents a blank detail screen to create all information from scratch.
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10.
11.

12.

13.

14.

15.
16.

17.
18.

19.
20.

o Copy to New Effective Date adds a new start date tab capturing all the information from the
active Start Date tab you were on allowing you to make changes where necessary for a given
position.

o Copy to New Position presents a new start date tab capturing all the information except position
number and name from the active Start Date tab you were on allowing you to make changes
where necessary to the new position.

e Run Projection—allows you to run a projection on the position file chosen. See Lesson 3, Task 1
for more information.
e Search—allows you to find a position by position number or name and navigate to that position’s
detail information.
o Delete—allows you to delete the entire position or a selected Start Date (effective date) tab from the
position file.
e View (Hide) Invalid Data comments—allows you to toggle between seeing or hiding the original
invalid data comments that made the position invalid.
Position Number—the number assigned to the position.
Name—name of the individual tied to the position in HRMS.
Start Date tab—date the position detail information will start or started (is effective).
Start Date (new)—date the position detail information will start or started (is effective). This is
available when creating new start dates.
Pay Scale—is made up of the pay scale type and area. For example 0001 represents 00 (Non-
Represented) 01 (Standard Progression); 0101 represents 01 (WSFE) 01 Standard Progression.
Job Class—allows you to select a job class and job class description.
Working Title—allows you to add a position description. You can choose to use the job class
description or add a one that fits agency needs for this position. This will display on the position listing
and position listing report in the job class title. Note: The Working Title will not automatically
update when you select a job class and must be added or updated manually.
Range—displays the range associated with the pay scale/job class combination.
Step—displays the steps associated with the selected range
Special Pay Flag—allows you to flag position as special pay (typically 2 ranges higher than the regular
range). If a salary matches a special pay range for a given job class upon the HR Data Load, the system
will automatically flag the position as special pay.
Salary May Exceed Band Flag—allows you to flag positions outside of the WMS/EMS band. If the
salary is beyond the band limit upon an HR Data Load, the system will automatically flag the position
as salary may exceed band.
Y-Rated Flag—allows you to flag a position as y-rated and overwrite the salary from the salary
schedule. If a position is Y-rated in HRMS, the system will automatically flag the position as y-rated.
Y-rated positions do not received periodic increases or General Salary Increases in the projection.
Current Salary—displays the salary associated with the pay scale, job class, range and step per the
state salary schedule for classified positions. For all other positions you can enter the appropriate salary
for the position.
Rate—allows you to display the salary unit of pay (daily, hourly, or monthly)
Bargaining Unit—allows you to select the code and title of the bargaining unit(s) available for your
agency.
Personnel Area—allows you to select the code and title of the personnel area(s) available for your
agency.
Work County—allows you to select the work county.
Retirement—allows you to select the code and title of the retirement plan.
Increment Date—allows you to enter a periodic increment date or review date. Note: Only
classified positions will list an increment date. All other positions are exempt from the State Salary
Schedule and do not receive increments. Review Date will be available in this case. Note: Rules
for entering an increment date: The State Salary Schedule identifies how many months until the next
increment is due. In general: Positions at the last step must have an increment date in the past.
Positions at step A should have an increment 6 months after the start date. All other steps (excluding
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21.
22.

23.
24.
25.
26.

27.
28.

29.
30.

31.

32.

33.

34.

35.
36.

37.

38.

39.
40.

the last step) should have yearly increments. The increment date must be later than the start date and

the salary update date unless the position is at the last step.

End Date—allows you to end a position as of a date.

Multiplier—allows you to create a generic position and project for the number of multiples specified.

Note: Do not use this feature during your CIM release, each position must be created separately.

User Defined—allows you to put in unique agency information.

Updated Salary Date—displays the last date the salary was updated. Note: This date is important

because it triggers the projection engine to decide whether or not to apply general salary increases and

merit system increases. It assumes that as of that date, the salary amount is correct.

Job Class Risk—displays the Job Class Risk ID number associated with the Job Class. This field only

updates when the Job Class is changed.

SubObject—allows you to select the Object/Subobject for the position.

% Full Time—allows you to enter the percentage of time a position is slated to work.

View Variable PT—allows you to vary the slated work time by month. This can be expressed in days,

hours or percent.

e Copy to 2" Fiscal Yr—allows you to copy numbers from the 1% Fiscal Year fields into the 2" Fiscal
Year Fields.

e Paste From Excel—allows you to copy a selected row or column of number from an Excel
spreadsheet into the Variable Part-Time fields. Note: Whichever field the curser is in, that will
be the starting position where the numbers will be pasted to (i.e. curser is in 1% Fiscal Year, Oct,
that is where the first number in the selected row/column will appear; 1% Fiscal Year, July is the
default starting point).

o Clear—allow you to clear all Variable Part-Time fields.

Over Time %—allows you to enter the percentage of overtime a position is slated to work.

View Variable OT—allows you to vary the slated overtime by month. This can be expressed in hours

or percent.

e Copy to 2" Fiscal Yr—allows you to copy numbers from the 1% Fiscal Year fields into the 2" Fiscal
Year Fields.

e Paste From Excel—allows you to copy a selected row or column of number from an Excel
spreadsheet into the Variable OverTime fields. Note: Whichever field the curser is in, that will
be the starting position where the numbers will be pasted to (i.e. curser is in 1% Fiscal Year, Oct,
that is where the first number in the selected row/column will appear; 1% Fiscal Year, July is the
default starting point).

e Clear—allow you to clear all Variable OverTime fields.

Health Insurance (BD) Included Flag—allows you to include/exclude health insurance in the

projection for the position.

OASI (BA and BH) Included Flag—allows you to include/exclude OASI in the projection for the

position.

Medical Aid Industrial Insurance (BC) Included Flag—allows you to include/exclude Medical Aid

Industrial Insurance in the projection for the position.

Paid Family Medical Leave (BK) Included Flag—allows you to include/exclude Medical Aid

Industrial Insurance in the projection for the position.

Funded Flag—allows you to mark positions as funded or not.

Calculate Staff Months Flag—allows you to include/exclude staff months in the projection for the

position.

I-732 Indicator Flag—allows you to mark positions as 1-732. Note: When a position contains a

job class that is associated with 1-732, the system will automatically flag the 1-732 Indicator; however,

newly added positions will not be flagged automatically.

Backfill Indicator Flag—allows you to mark positions that necessitate being backfilled if vacated.

Funding Activities Bar—allows you to add or delete funds.

Percent—allows you to specify what percent of coding is attributable to staff months, salary and

benefits. Note: The funding percent must equal 100%.
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41.  Account Coding—allows you to specify the coding associated to the position. Note: The only

required account codes from the funding grid are Pgm Index (Program Index) and EA Index (Expenditure
Authority Index.)

5. Select Add/Copy to New Effective Date

Projections -
Position File List = Position List = Position Details
Save Reset Add Run Projection Search Delete View Invalid Data Comments
Add Position
P Copy to New Effective Dat :| Name
Copy to New Position h
Start Date Pay Scale Job Class Working Tile
[ | o001 - Standard Progression (Nan-Represented) | [233C - COMMERCE SPECIALIST 3 | [commerce specraust
(Bl
Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rate
E v | [ [select a step] vl O O | [MonTHLY v |
Bargaining Unit Personned Area Worlk City Work County
| [Select a Bargaining Unit] A | | 1030 - Department of Commerce V| | |
Retirement Increment Date: d Date Multiplier User Defined  Updated Salary Date Job Class Risk
[Select a Retirement] v | | | | 1 [ | [5114/2019 | [4902 |
(mmyad/iny) (mmyaldyyyy)
SubObject 2% Full Time Over Time %
[ 44 - State Classified w| [0 View Variable PT View Variable OT
Heazlth Insurance (BD) Induded Funded
0ASI (BA and BH) Included Caleulate Staff Months || Backill Indicator
Medical Aid Industrial Insurance (BC) Included
Paid Family Medical Leave (BK)
Eunding
Add Fund
Percent Pgm Index EA Index Org Index SubSub0Obj Project SubProj Proj Phase Budget Unit Alloc Code

D 100.00 72101 - Small B| 012 - 001 Gf Sal 7200 - Small Byl T - Step 2016 i
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6. Select View Invalid Data Comments to see what types of errors are making the position invalid.

I Projections -

Position File List = Pesition List = Position Details

Save Reset Add Run Projection Search| Delete Hide Invalid Data Comments
Invalid Comments

Position Number [70004593 Salary does not match the salary in the
State Szlary Scheduls:
[ &/16/2015) Increment date must be greater than
Updated Salary Date:
Start Date Pay Scale ] Working Title
| |5 [poot - Standard Progression (Non-Reprasented) | [233C - COMMERCE SPECIALIST 3 | [commerRce speciaus]
{mmydd/innm)
Range Step Spedal Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
E v | [ [select a step] vl O O] | [monTHY v |
Bargaining Unit Personnel Area Work City Work County
[Select a Bargzining Unit] W | 1030 - Department of Commerce Vl | ” |
Ratirement Increment Date End Date Multiplier User Defined  Updated Salary Date Job Class Risk
| [Select a Retirement] Nl | | |5 | 1] | | [srasf201 |
(mmydldfyy (mmydidfyyy)
SubObject % Full Time Over Time %
[ 44 - State Classified v]  [_o]Miew Varisble pT View Variable OT
Health Insurance (BD) Incduded Funded
0AsI (BA and BH) Includzd Calculats Staff Months || Backfill Indicator
Medical Aid Industrial Insurance (BC) Included
Paid Family Medical Leave (BK)
Funding
Add Fund
Pgm Index EA Index Org Index SubSubDbj Project Proj Phase Budget Unit Alloc: Code

I:‘ 100.00 72101 - Small B 012 - 001 &f Sai 7200 - Small Byl TG - Step 201g i

7. Enter today’s date in the start date field and select Save. Note: The system will warn you when you
have not filled in fields that are required. See below:
<Today’s Date>

f [x]]

"j The save failed for the Following reasonis):
-

4 walid Bargaining Unit is required.

A valid Retirement is required.

& walid Work County is required.

A valid Skep is required,

% Full Time must have either a percentage amount or monthly amounts,

8. Enter the rest of the fields to make the record complete (Name, Step, Bargaining Unit, Retirement, Work
County, Increment Date, % Full time) and select Save.
Name: Vacant-New Hire
Step: Choose one from the dropdown
Bargaining Unit: Choose one from the dropdown
Retirement: Choose one from the dropdown
Work City: Either start typing or use the down arrow key on your keyboard to choose one
Work County: Either start typing or use the down arrow key on your keyboard to choose one

Increment Date: Choose a date that fits within the increment date rules EJ Note: Increment rules are
found in Appendix 2

% Full time: Type in 100.0 for a full time position
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Projacticns -

Position File List = Position List = Position Details

Save Reset Add Run Projection Search| Delete View Invalid Data Comments

Position Number |70004593 Name |Vacant-New Hire
6f16/201
Start Date Pay Scale Job dass Working Title
:ﬁ 0001 - Standard Progression (Non-Representad) | 233C - COMMERCE SPECIALIST 3 | |COMI'I1 ERCE SF'ECLN_IFTI
(mmyddinnnd
Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate
B vi[e vl O O | | [monLy ~]
zining Unit Personnal Area Waork City Work County
0000 - Non-Represented General Government Employees W' | 1030 - Department of Commerce V| |DL‘|‘HPIJ’| ”Thursbon |
Retirzment Increment Date d Date Multiplisr User Defined  Updated Salary Date Job Class Risk
P2 - PERS Plan 2 v| [ps/agzozo | | |5 1] [ | [5/14/201 ] 4302
{mmydddany) (mmyddirwy)
SubObject % Full Time Ower Time %
[ 24 - State Classified v [200.0] View Varisble PT View Variable OT
Health Insurance (BD) Included Funded
[+] oast (B4 and BH) Included Caliculate Staff Months || Backill Indicator

Medical Aid Industrial Insurance (EC) Included
Paid Family Medical Leave (BK)

Funding

Add Fund

Pgm Index EA Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code

I:‘ 100.00 72101 - Small B 012 - 001 GF Sai 7200 - Small Bu| T6 - Step 2016 i

Note: The start date tab will change to the date you put in the start date once the position detail is saved
successfully.

9. Select the Vacant tab and Delete/Selected Effective Date to remove this tab from your position file.

Projections -
Position File List > Posttion List > Position Details
Gawe Resst Add Run Projection Search| Delete View Invalid Data Comments
Positian Number Selected Effective n—..-_k P—
Start Date Pay Scake Job Class Woeorking Tite
I |l o101 - tandard Progression (WFSE) |  [m2E-cTEDSPECZ |  [commercEsPEC2 |
(mmddiyy)
Rangs Step Special Pay Salary May Exceed Band  Y-Rated Current Salary Rate
[52 /| [ [select 2 Step] vl O O 0.00] [MoNTHLY |
Bargaining Unit Personnel Arsa Work Ciy Waork County
[Select 3 Bargaining Unit] W | 1030 - Department of Commerce W | |0L‘I'HPIA ||[Enter or Select a Work {
Retirament Increment Dats End Date Multiphier User Defined  Updated Salary Date Job Class Risk
[ [Select = Refiremeni] v | |EE |EE 1] | | rzsfzors | [as02 |
(mmyddfiyyy)  (mmydefivyd
SubObject % Full Time Orver Time %
[ A7 - State Classiied v 0] View Variable PT [ 0] View Variable 0T
Health Insurance (BDY) Included Funded
OASI (BA and BH) Included Calrulste Staff Manths || Bacldill Indicator
Medical Aid Industrial Insurance (BEC) Included
Paid Family Medical Leave (EK)
Funding
Add Fund
Percent EA Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code

DIWIIMIMI—H—IIMIWII—H—H—l
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10.

11.

12.

13.

14.

15.

16.

17.

18.

You will receive the following warning message, select OK to proceed.

" ||

9P The selecked skart date will be permanently deleted!
-

Conkinuey

[ 8] 4 ][ Cancel ]

Select the Position List breadcrumb to return to the list of positions.
Repeat for each vacant position that should be included in projections.
Update the next three vacant positions

Correct Invalid Filled Positions

Select a position from the invalid Position List that is filled.
The first position with an employee name associated with it

Select the View Invalid Data Comments tab to determine what the error on the position is and Hide
Invalid Data Comments to close the Invalid Comments box.

Update the position to correct listed errors and save changes.

Go to page Appendix 2 to find explanations of exceptions and the remedy. Look for instances of these
exceptions in your data and correct as indicated.

Select the Position List breadcrumb to return to the list of positions.

Repeat for up to 5 filled positions in the invalid Position List.

At this point the positions remaining on the list should be abolished positions.

Assume the remaining invalid records are abolished positions and proceed to the next task for
training/practice on how to Delete positions.

Lesson 2, Task 3 — Delete Extra Positions

Once you have corrected all the known errors in needed positions, any remaining invalid position records
can be deleted. However, since invalid records are not calculated in projections, this step is not necessary
to ensure accurate projections from the file. It will help in navigating through your file to delete all
remaining invalid records. This task assumes all remaining invalid records represent abolished positions
and should be deleted.

1.

2.

Select the Position List breadcrumb to return to the list of positions.

Select Select All column title above the check boxes (this will change to Clear All upon selection) and the

Delete tab.
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Fropctors

Poatteo Fiks L > Poamon List Trawes Traning | 103 - Communiy, Trade 8 Economic Davalop
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¥

ndary

TLO0ERE 233 CTED SFEC 3 n3 am
B s 23%  CTEDSFEC2 52 000
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B oS 195G ADMIN ASST 3 EC] am
& mopear 238 CTEDEREC2 5z 0m
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3. The following warning will display, choose OK.

Microsoft Internet Explorer |X|

D] ) The selected rowis) will be permanently deleted!
-

Conkinue?

[ oK ][ Cancel J

4. All positions will now be gone from your invalid position list.

Pzt Fie Lt > Pumiion Lt c Tracws Tranng 1 3013 - Communtty, Trace & Econome Dewe ko

Fhe TR2 - Traner - Copy ToFike ¥ Raws | 100 #  Load
Add Vs Filter Run Proection Search View Valid Positions Reports
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Lesson 2, Task 4 — Update Positions to Reflect Known Changes

At this point all records will be valid and available for projection. This task will walk you through various
other types of adjustments that are common to positions in order to accurately project salaries and benefits
given known changes in your organization.

Select View Valid Positions to view only valid records for the position file.

Postion =i Liat > Posrton List Trarer Trareg - 102 - Comewnity, Trads B Sconomic Develop

Fiwg TRZ = Traese - Copy T0 Fde [ | ows | 100 = Load

Copy T Bl Ceaiid) — Coant. 73
Add Flitsr Run Frojection Saardh View Irvalid Sositons Rapors
Seloct A Position # A S1a01 Date Jubs Ulass b lite
O A 1162003 VacwntNew Hre 424 ENFAC SITE SPEC & D 4e53m
O MOG340 10000 Erployss 00017 EX081  CONE SECRETARY 614142
o oy (T | WO Emploges 00023 106 MANAGER, OFFICE SERVICES 1 LU ,014.00
O T0004e20 /X007 Erployes 00013 EMSOL  EMSBAND 1§ 526300
O o007 3/16/2003 Employoe D000 100) CFF 455T 3 E) S ¢ 27300
O ey 4/1/2008 Employss D009 4791 ITSECs - E 4351400
I e SA0N Emploges 00004 15104 MAMN RESOURCE CONBLTANT 3 - I 434,00
0 0004258 1212006 Engloyes I001T «70M  ITSFECS [ £57500
O 20004478 6172004 Ermployoe 00071 11F Procurement and Supply Specialist 2 15 L 391800
O To00TEA 7142005 Employee (00 119 HUMAN RESOLRICE CONSLLTANT § 4 37200
= Ar. e 2M/2003 Enployss 00Z2 473 ITSECH 2 L 599800
0 0005578 TOLM08 Errplyes D030 W4 Y SECS 6 A 500000
O 0004520 TA/X08 Evgloyee 00053 12F HUMAN FESOLRCE CONSLLTANT ASSTISTANT 2 4t H 3213200
O MOGY) 515007 Enplyeo 00063 197 Communiations Coneultant S e« 566200
a faxs s =l 112008 Employss 0016 479) ITSEC 2 “ L 488200
[ TNZX07 Srployes (000] WVEDS WA DAND 3 033200
0 OO0  BASS007 Erployse 00006 704 FFORMATION TECH SYSTEME PP SPEC 6 nL 7.253.00
O MO0 B/6/007 Engloyoe 00007 WNEODS WMS BAND 3 700500 w

Update a Position

Select the first position in the list (as long as it isn’t the one you created in lesson 2, task 2 above) to open
the Position Detail.

Update the Working Title to reflect a more descriptive title for the position. Note: The Working Title
will not automatically update when you select a job class and must be added or updated manually. The
Working Title field will be what is displayed on the position list as well as the Position Listing Report.
Directors Secretary
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Paosition File List = Position List = Position Details

Save Reset Add Run Projection Seanch Delete

Posttion Number Name |Empby\ee 00017
10/1/2014
Start Date Pay Scale Job Class ‘Working Title
| | [0040 - Non-Pay Scake | [Exosi- conF. sEcreTARY | | [Directors secretary |
(mm/deiyiv)
Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rate
v v O [ e1s42] [MonTHLY W]
Bargaining Unit Personnel Area Work City Worlk County
0000 - Non-Represented General Government Employees V| 1030 - Department of Commerce V| |0L‘I'P-‘IP'IA ||Thurshon |
Retirement Reviews Date End Date Multipher User Defined  Updated Salary Date Job Class Risk
PZ- PERS Plan 2 v| prrovzons | | | | | | [ar2er200e |
(mmiddinmd  (mmyddinn)
SubObject % Full Time Orver Time %
[ AC - State Exempt v|  [100.0] View Variable PT Niew Variable OT
Health Insurance (ED) Included Funded
OASI (BA and BH) Induded Calculste Staff Months [_| Bacldfill Indicator

Medical Aid Industrial Insurance {EC) Incduded
Paid Family Medical Leave (BK)

Funding
Add Fund
Percent Pgm Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code

EA Index
D 100.00 21101 - Do Q 012 - 001 GF Saq 2111 - D'lrednr'q 01 - Do E:oecutﬂ

4, Select the View Variable OT button.

Unit| Hours [ % Unit| Hours [
1st Fiscal Year 2nd Fiscal Year 1st Fiscal Year 2nd Fiscal Year
uyp  Penfo | uiyfo  Jenfo [ B abyfo  Penfo | iyo  Janfp |
auglo  Jreblo | Awglp [Rebfo | auglo  Jreblo | Augle  [Reblo |
Septlo [Marf0 | septn [Marfo | Septlo Marfo | septe [Marfo |
Oct [0 |aerfo | octfo |aer [0 | Oct [0 |pr(o | octfo |2ero |
Novlp  [Mafo | mowlp  [Mein | Novlp  Mafo | Mevfp [Mao |
peclo punfo | Declp punfo | Declo punfo | Decfo punfo |
Copy to 2nd Fiscal Yr| |Paste From Excel [Clear Copy to 2nd Fiscal Yr |Paste From Excel |Clear

5. Select a Unit of Percent and enter the appropriate percent of overtime in the appropriate months. [
Note: The Overtime field on the Position Detail screen can be used when overtime is assumed to be
consistent across all months of the biennium.

10% in April, May, June, and July of both fiscal years

Copy/Paste:

a) Enter amounts for the 1 Fiscal Year and click on the Copy to 2™ Fiscal Yr to copy all numbers
entered in the 1% Fiscal Year fields into the corresponding 2™ Fiscal Year fields.
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10.

11.

Position File List = Position List = Posttion Details

b) Clear fields.

c) Open Excel and enter amounts in a column or row. Select amounts to copy. Click on the Paste
From Excel button. Amounts will be pasted from spreadsheet. Note: Whichever field the
curser is in, that will be the starting position where the numbers will be pasted to (i.e. curser is in
1st Fiscal Year, Oct, that is where the first number in the selected row/column will appear; 1st
Fiscal Year, July is the default starting point).

Select the Hide Variable OT button to apply the overtime and close the box. Note: Once
information is entered in the Variable OT grid an asterisk will display.

Repeat steps 5 and 6 when selecting the Variable Part-Time button.

Change the Pgm Index (Program Index) for the position. Note: Fund coding changes can be
selected by typing in partially/fully or using the down arrow key on your keyboard.

Select the third program index in the list

Save changes. Note: The changes listed above are assumed to be effective for all projections. If you
need to show an ending point for a projection and a beginning point for a different projection, you will
need to end the current position and add a new start date for that position by using the Copy to new
effective date option described below starting at step 13.

Select the Position List breadcrumb to return to the list of positions.

End a Currently Filled Position

Select the next position in the list to open the Position Detail.

Gave Reset Add Run Projection Search| Deletel

Posttion Number NamelEmpby\eeODO.B

Start Date Pay Scale Job Class Working Titlke

[ | [0001 - Standard Progression (Mon-Represented) | [105K - OFFICE SERVICES MANAGER 1 | [manAGER oFFICE ]

{mm/dd/ivy)

Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rate

[+ ME v| O O | | [ MonTHLY |

Bargaining Unit Personnel Area Work: City Work County

| 0000 - Non-Represented General Gowvernment Employess V| | 1030 - Department of Commerce V| |OL‘I'P-1|’1A ||Thursh0n |

Retirement Increment Date End Date Multipher User Defined  Updated Salary Date Job Class Risk
P2 - PERS Plan 2 v [ozjoyzoie || [tyz0/207 | | | 1] [ | [a/2672ms | [as02 |

(mmfddinnnd | (mmiddinne

SubObject % Full Time Orver Time %

[ A7 - State Classified v| [ 100.0] View Variable PT Miew Variable OT

Health Insurance (BDY) Induded Funded

OAST {BA and BH) Included Calculate Staff Months || Bacldill Indicstar

Medical Aid Industrial Insurance {BC} Included

Paid Famity Medicsl Lesve (BK) s

Funding

Add Fund

Percent Pgm Index
D

[ ]]200.00 12451 - AS|

Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code

EA Index

12.

Enter an End Date for the position and Save.
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13.

14.

15.

16.

Select the Position List breadcrumb to return to the list of positions.

Reclassify an Employee Keeping the Same Position Number

Select the next position in the list to open the Position Detail.

Select Add/Copy to New Effective Date. Note: Copy to New Effective Date is used when changes

will affect the salary projection results. It assumes the change is for the same person in the same

position. A common use would be to record a future in-training promotion. Other edit options exist for

adding new positions and employees. You also have the option of simply changing the original record if

there is no reason to associate a change with a particular date.

Enter a Start Date for when this person and position change will take effect, change the Pay Scale and
Job Class for the position to reflect the future job class for the position, Working Title to describe the
position, select the available Salary Range for the selected job class (or blank if no range exists for the
job class), select the appropriate Step, update Increment Date if necessary and select Save.

Start Date — 01/01/2019

Pay Scale — 0001 Standard Progression (Non-Represented)

Job Class —479M — IT SPEC 5

Working Title — IT SPECIALIST 5

Range - 66

Step-G

Increment Date - 01/01/2020 or date that fits the increment date rules

Projections -
Position File List > Position List > Position Details

Save Reset| Add Run Projection Search Delete

Position Mumber Name |Emp|ayee 00016
@1/1/2006

Start Date Pay Scale Job Class Working Title

| || [0001 - Standard Progression (Non-Reprasentad) | [479M - IT SPECIALIST & |  [TseEcIALsTS |
(mmyddfiand

Range Step Special Pay  Salary May Exceed Band  Y-Rated Current Salary Rate

E3 v][e v O 0 | [mMonTHLY ]

Ba ing Unik Personnel Area Work City Work County

0000 - Hon-Represented General Government Employees W | 1030 - Department of Commerce V| |0LYMF'IA ||Thurshon |
Retirement Increment Date d Date Multiplier User Defined  Updated Salary Date Job Class Risk

P2 - PERS Plan 2 v| pyoyzeee | | & [ 1] | | [Eitez01s ]

(mmyadinyy (mmyddfapy)

SubObject 2% Full Time Over Time %

[ 44 - State Classified v| [ 100.0] View Variable PT View Variable OT

Health Insurance (BDY) Included Funded

[%] casI (BA and BH) Included Calculate Staff Months [_| Backfill Indicator

Medical Aid Industrizl Insurance (BC) Included

Paid Family Medical Leave (BX)

Eunding

Add Fund

Percent Pgm Index EA Index Org Index SubSubObj Proj Phase Budget Unit Alloc Code

17.

D 100.00 12691 - ASD IS 012 - 001 GF Sal 1261 - ASD Ina 9M - ASD IS Ma|

I I I b

You should now see two tabs for the selected Position and Person in the Position Detail screen. The
second tab uses the Start Date entered from the last exercise.
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18.  Select the first tab that represents the previous start date for the position.

Projections -

Position File List > Position List > Position Details

Save Resst Add Run Projection Search Delete View Invalid Data Comments

Position I"lumher Name |Emp|oryee 00016
RETRVERES 1172015
Start Date Pay Scale Job Class Working Title
| [0001 - Standard Progression (Hon-Represented) | 475] - IT SPECIALIST 2 | [ seEcrausT 2 |
(memyda/ivy)
Range Step Special Pay  Salary May Exceed Band  Y-Rated Cuwrrent Salary Rate
[5a v [m v| O O | | [MonTHLY |
Bargaining Unit Personnel Area Work City Work County
0000 - Mon-Represented General Government Employees W | 1030 - Department of Commerce V| |DLYMPIA ||'I11ur5h0n |
Retirement Increment Date End Date IMuh:ipIier User Defined  Updated Salary Date Job Class Risk
[ P2 - PERS Plan 2 v | [p7rorjzors | | [r2iznz00e | || 1] | | [5/1472018 ]
(mmyddny (mmydid )
SubObject 2% Full Time Over Time %
[ 24 - State Classified v| [ 100.0] View Variable PT View Variable OT
Heslth Insurance (BD) Incuded Funded
0ASI (BA and BH) Included Calculste Staff Months |_| Backfill Indicstor

Medical Aid Industrizl Insurance (BC) Included
Paid Family Madical Leave (BK)

Funding

Add Fund

[ ][io0.0 ] [1zs51-asp1s| [o1z2-oo16fsal | | | [1z61-asDinfd [am-ssDIsmE| | [ |

19.  Verify the End Date is correct. The system should enter the day prior to the Start Date of the new
instance into the original position. Adjust the End Date if necessary and save changes. Note:
Currently you must leave the position detail screen and return to it to see the end date populated.

20.  Select the Position List breadcrumb to return to the list of positions.

Add a New Position Copying Information from the Current Tab

21.  Select the next classified position in the list and open the Position Detail.

22.  Select Add/Copy to New Position. Note: You can also add from the Position Listing screen but the
Copy to New Effective Date and Copy to New Position will not be available.
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Position File List > Position List > Position Details

Save Reset Add Run Projection Search| Deletel
Add Posttion

Posttion Ny Copy to New Effective Date| Name [Employes 00008
opy bo New Postion
/32019 s
Start Date Pay Scale Job Class Working Titlke
| | ] [0001 - Standard Progression (Men-Represented) | [1001 - OFFICE ASSISTANT 3 | [oFFicE AssISTANT]
{mm/ad vy
Rangs Step Special Pay  Salary May Excesd Band  Y-Rated Current Salary Rate
[3t vl (L vl [ O | [MonTHLY |
Bargaining Unit Personnel Arsa Work City Waork County
| 10000 - Non-Represented General Government Employess V| 1030 - Department of Commerce V| |0L‘I'P-‘IP'IA ||Thurshen |
Retirement Increment Date End Date Multipher User Defined  Updated Salary Date Job Class Risk
P3 - PERS Plan 3 v| proyzere | | |5 1] [ | [42572008 ] [as02 |
(v (e yyyyd
SubObject % Full Time Crver Time %
[ A4 - State Classified w| [ 100.0] View Variable PT Miew Variable OT
Health Insurance (BDY) Induded Funded
OAST (BA and BH) Included Calculste Staff Months || Backfill Indicstor

Medical Aid Industrial Insurance {BC) Included
Paid Famity Medical Leave (BK)

Funding
Add Fund
Percent Pgm Index Org Index SubSubObj Project SubProj Proj Phase Budget Unit Alloc Code

EA Index
I:l 100. 00 12151 - ASD Ad| 012 - 001 GF 5aq 1211 - ASD Adq 51 - ASD Admﬂ

23.  Enter the appropriate Position #, Start Date, and Name for the position.
Position # — NEW1
Start Date — 01/01/2019
Name — Future Employee
24.  Select Save.
25.  Review the Position Detail and make adjustments as necessary.
26.  Update Increment Date to reflect the next increment due, and save changes. Note: If the position is
at the last step, increment date must be in the past.
Increment Date — 01/01/2020

27.  Select the Position List breadcrumb to return to the list of positions.

UPDATE FUNDING AND FIND A POSITION USING SEARCH

28.  Select the next position in the list to open the Position Detail.

29. Inthe first funding row of the position, click each field available starting with Pgm Index (Program
Index) and change the value to the first available in the list and also change the SubObject. Note:
You cannot change SubObiject in the funding grid; you must select SubObject from the dropdown list box
above the grid. This SubObject will be used for all lines of the funding.

30. Save changes.

31. Select the Search tab.
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32.

33.

34.

35.

36.

37.

(e x|

Search for a position

Position Num | [Select a Position Mumber]
Name [Select a Mame] v

Ok | Reset Cancel

http: ffofmapoly400/BASSWEE_ | @ Trusted sites

Use the dropdown arrow - |to bring up the list by Name and select your name, then hit Ok.
Note: the Search brings up all valid and invalid positions.

Select Add Fund to add a new line to the fund grid.
Enter a new fund line using the second option available in each field.

Update the proration amounts of all lines to ensure they add up to 100% by entering 50% each. If the
lines do not add up to 100% upon a save you will receive an error message.
Note: There are two rules in regard to funding:
e Funding proration for a position must add up to 100% or you will not be able to save the record.
e Both program index and expenditure authority index are required for each funding line in order
to save. If a line is left blank you will not be able to save because these fields are required.
Delete unnecessary rows.

Give yourself (if you are in the file) or someone else a big raise. If the one you choose is not WMS,
change the Pay Scale to 0002 and the job class to WMS0L1. You should now be able to enter a salary.
Check the Salary May Exceed Band option to enter a salary that is above the salary band.

Salary - $15,000

Save changes when all information is complete.

Lesson 2, Task 5 — Update Groups of Positions in One Transaction
(Make Position File Current, Bulk Update & Export)

SPS contains features that allow you to do mass updates: 1) Make Position File Current updates all
classified positions for the current salary schedule including recent General Salary Increases and any
increments due since the positions were last updated and 2) Bulk Update allows you to filter on a set of
positions and then apply one update to all filtered positions in one step.

1.

MAKE POSITION FILE CURRENT

Return to the Position File List screen.
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2. Select the position file to update and the Make Position File Current tab.

f g

This option will update the step and salary For all positions with a valid salary range and step in the selected position file based on increment date,
,,_d'r/ Update will include salary schedule and salary survey (updates salary range) changes implemented by the Department of Personnel.

Da vaou wish to continue?

(o] 4 ] [ Cancel

3. Read the confirmation message and select OK to continue with the Make Position File Current.
Note: The Make Position File Current option will update all positions with a valid salary range to apply
any received increments or General Salary Increase increases since the salary was last updated. This
step does not have an effect when the position file is already current.

BASIC RULES FOR THE BULK UPDATE

e Program Index — You must be filtered on a single program index to bulk update program index.

o Expenditure Authority Index — You must be filtered on a single expenditure authority index to bulk
update expenditure authority index.

e Organization Index — You must be filtered on a single organization index to bulk update organization
index.

e Pay Scale — You must be filtered on a single job class to update pay scale.

e Job Class — You must be filtered on a single job class to bulk update job class. A pay scale must be
selected to provide a list of job classes. The bulk update will also update the pay scale.

e Current Salary — You may multiply or divide to update the Current Salary. To increase salaries by
3.2%, select Multiply and enter 1.032. Only positions that do not have a salary range will be updated.

e Position Funded — Any filter combination can be used to Bulk Update the Position Funded flag (e.g.,
filter on name =, to update all positions with a blank name to Position Funded, No).

e Bargaining unit — Any filter combination can be used to Bulk Update bargaining unit (e.g., Filter on a
job class with an organization index to update to a specific bargaining unit).

o Backfill Indicator — Used to indicate positions that require coverage in the case of leave. Any filter
combination can be used to Bulk Update Backfill Indicator (e.g., Filter on a job class within a program
index to update positions that require backfill).

e You can mix and match any of the fields for multiple updates at one time (e.g., update job class and
backfill indicator or update organization index and bargaining unit).

UPDATE TO NEW JOB CLASS

5. Return to the Position File List screen.

6. Select Filter/Set Filter and select the Position tab. Enter a Job Class code to update. Then select OKk.
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2 SPS Filter -- Web Page Dialog

SPS Filter

olal Account Summary Hints

Position Information

Position Num
Job Class

Criteria

479

Pos. Funded |

ALL

User Defined
Start Date
Name

Barg. Unit

Retirement

Work County

hittp:ffofmapoly400/BASSWEE_qafsPsiCommonUIiFilter, @ Trusted sites

Ck | Clear | Cancel

7. Select the position file to update and the Bulk Update tab.
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‘A -- Web Page Dialog

Bulk Update

Criteria
Pgm. Index
Org. Index
EA Index
Pay Scale
Job Class
Salary*
Pos. Funded
Barg. Unit
Backfill
Work County

0001 - Standard Progression (Non-Repres: v
4790 - IT SPEC 5 v
|[N0 Changes] v||

[Mo Changes]

b
[Mo Changes] v
b
b

[Mo Changes]
[Mo Changes]

*Divide or Mulitply the current salary by a percentage
amount specifed ie 1.05 to represent a 5% increase.
Does not apply to classified employees.

Filter Selections
Positions meeting the filter selections below will be
Updated with the selected criteria above and the filter

will be Updated:

Job Class: 4791

Ok || Reset  |Cancel

http:{ ofmapaly400/BASSWEE_ga/SPS/PositionListing/Bu | @) Trusted sites

8. Select the Pay Scale and appropriate Job Class for updating the positions. Then select Ok.

Microsoft Internet Explorer

b ] J The bulk update will impact 3 valid records and 0 invalid records,
-

Conkinue?

[

K, ][ Cancel ]

9. Select Ok once you have confirmed the expected number of records for update.

10. Review the list and note that the job class has been updated.

Note: The position filter has been updated to the updated job class. If positions had already
existed with this job class these will also display if you go to the position list.

L) Note: If the updated job class had a different salary range, all positions would have received
this salary range and the salary would have been updated to that salary range given the

positions’ current step.

Note: Positions that have ended with a date prior to today will not be updated.

11. Select Filter/Clear Filter.
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UPDATE POSITION FUNDING

12. Select Filter/Set Filter and select the Account tab. Enter a Pgm. Index code to update by either typing
in the code or selecting the -+, Then select Ok.

13. Select the position file to update and the Bulk Update tab.

‘B SPS Bulk Update -- Web Page Dialog

Bulk Update

Criteria
Pgm. Index | 12102 - Budget
Org. Index

EA Index

Pay Scale

Job Class

Salary* | [Mo Changes]
Pos. Funded |[No Changes]
Barg. Unit [Mo Changes]
Backfill [Mo Changes]
Work County |[No Changes]

*Divide or Mulitply the current salary by a percentage
amolnt specifed ie 1.05 to represent a 5% increase.
Does not apply to classified employees,

Filter Selections
Positions meeting the filter selections below will be
updated with the selected criteria above and the filter
will be Updated:

Program Index: 11100

Tk | Reset | Cancel

http:)fafmapaly400/BASSWEE _ga/SPS/PositionListing/Bu | @ Trusted sites

14. Select the updated funding code for the funding element filtered on. Note: You can only update for
program index, organization index, or expenditure authority index when the index is filtered to a single
value. Funding options will not be available for selection when this is not true. However, you may
update all of program index, organization index, and appropriation index by filtering on one selection
in each.

15. Select Ok.

X

Microsoft Internet Explorer

P J The bulk. update will impact 9 walid records and 0 invalid records,
-

Continue?

L Ok J [ Cancel
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16. Select OK once you have confirmed the expected number of records for update.

17. Go to a position in the Position Listing to verify the funding update. Note: The position filter has
been updated to the updated funding index. If positions had already existed with this index, these will
also display in the position list.

18. Select Filter/Clear Filter.

UPDATE NON-CLASSIFIED POSITION SALARIES

19. Select the position file to update and the Bulk Update tab.

‘A SPS Bulk Update -- Web Page Dialog

Bullk Update

Criteria
Pgm. Index
Org. Index
EA Index
Pay Scale
Job Class
Salary* | Multiply ||
Pos. Funded |[Mo Changes]
Barg. Unit [Mo Changes]
Backfill [Mo Changes]
Worle County |[Mo Changes]

*Divide or Mulitply the current salary by a percentage
armount specifed ie 1.05 to represent a 5% increase.
Does not apply to classified employees.

Filter Selections
Fositions meeting the filter selections below will be
Updated with the selected criteria above and the filter
will be Updated:

Mo Current Filter Specified

Clk | |Reset | Carcel

http: {fofmapaly400/BASSWEE_ga/SPS/PositionListing/Bu | @ Trusted sites

20. Select the appropriate operator (Divide/Multiply) from the dropdown box next to Salary.

21. Enter the value for salary update.
Note: Use * 1.02 to increase salary by 2%. Then select Ok.
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Microsoft Internet Explorer [X|

P J The bulk update will impact 21 valid recards and 0 invalid records.
-

Conkinue?

[ oK ][ Cancel ]

22. Select OK once you have confirmed the expected number of records for update.
Note: The count should only include positions that match the filter criteria that do not have a salary

range assigned.

23. Go to a position in the Position Listing to verify the salary update.

Lesson 2, Task 6 — Export/Import Records to Update Funding

SPS allows users to export position data, update funding information, and import it back into SPS in order
to allocate position funding. This will allow agencies that use labor distribution or cost allocation methods
to update funding records outside of SPS and to have the updates reflected in SPS for allotments or CIM.
Updates outside of SPS are most likely to happen in Excel, but can happen in any system as long as a tab-
delimited .txt file is imported.

Note: This functionality cannot be used to update position information. Position data must be updated
manually, one position at a time.

24. Select the position file to export and the Export/Funding tab. Note: Export/Assignment Pay is
only available for Washington State Patrol at this time. See Appendix 4 — Export/Import Records to
Update Assignment Pay (Washington State Patrol Only).

Trames Tranng : 3013 - Communiy, Tras & Econcen: Tewilp

Ao Lociate View Postions Filter Copy N SO \ youction Relaase Bak Lpadate Make Filo Orrert Regorts Deloty

Extroct
Dato

Eamaiing Tithes

Ons Owper A Ory fanept
Eeoeiunm

Lock Lock 4, S Count Count

Pasition ke
D

DA Updated By Raloased By

L Trareg,
£l TRt 1A Lanog a9 41 200700 10/22/X08 Traver
- oL~ Lo 16 Trarkg, Trareg,
w2 ) Traree " 0 0008 10/2070000 Traewe

25. The following Export Data dialog box will display, select the Export Data button.
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‘A Export Data - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help °5naglt i S @ T ..l.

Google I[G}v ‘ViGo o5 B v % Bookmarksw Igl Popups okay| % Check v () Settings~

&] Done - @ Trusted sites

26. The following File Download dialog box will display. Select Save.

File Download 3

Do you want to open or save this file?

Mame: Funding_Export_TRZ.bxt
Type: Text Document, 10.5 KB

From: ofmapaly400

[ Open J[ Save ]I_ Cancel J

harm your computer. [f vou do not trust the zource, do not open or

@ While files from the Internet can be useful, some files can potentially
zawve this file. What's the nisk?

27. Use the Save As dialog box to select the location and name for saving the exported file then select Save.
Note: The Save as Type must be text.
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Save in: |BM_I,I Documents v| O [f o FFF e

2 M Music =| eatest.bxt ey
@My Fictures Ej enacked recast bxt =| 5
B - -

My Recent  |[JMy Shapes =] FINAL SPS2.bxk E s
Documents | ##my videos =) FINAL SPS3.bxt E s
= ICMew Folder = | FIMAL 5P5. bk = Ta
L_ ICIRequirements E] Funding_Export_133,kxk = Ta
Desktop |1 5naglt Catalog E] Funding_Export_Aaa, Ext = Ta
|Ch5naglt Stamps E] Funding_Expork_Wa7 bk =| te
. |=h Training E] Funding_Expork_\Wa7_2 . bxt =]
;) IhUser Tool tips E] Funding_Export_WaS bk =
My Documents E:]'-.l'lsgal Studio 2005 I;] Fundln-;_ExpDrt_WG?z.txt =]
IE] assign pay expork, kbxk I;] masterindextest, bxk =l ow
— E] Assignment_Pay_Export_FP3.Ext I'EJ P2 import, Exk = ow
g’ E] Assignment_Pay_Export_Wia3.bxk I'EJ Pz Cariginal, bxt = =
[£] eagexportz.bxt [Z) RE Emailing 08011 bxt s

ty Computer
£ Il ] =

-

g File name: |Fun-:|ing_E wport_TRZ tut W | [ Save ]
My Metwork | Save as type: | Text Docurnert w | [ Cancel ]

28. You will receive the following message. Close the dialog box.

Download complete

v

= Dowvwnlaad Camplete

Saved:

Funding_Export_TR2 . txk From afmapaly<00

(O T T T T T T T T
Diownloaded: 10.8 KB in 1 sec

Dovnload to: L:\My Dacw,, \Funding_Export_TRZ.kxt

Transfer rate; 10.5 KBfSec

[ ] Cloze thiz dialog box when download completes

[ Open ] [ Open Faolder ] L Cloze J

29. View the Position File List to make sure the Exported column says “Funding”.
Note: Once the file is exported it is marked as funding and the file cannot be updated. Users with
Budget Operations access may set the Exported flag to None by going through Update on the Position
File List.
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Trares Traning - 103 < Commurity, Trade i Ecorome Develop

Pomtior Eis | st
#Add Fliter Peleaze
Praiton Fie Ops Qwner n Roxord Excopt Fundiing Tithes Extract
Colect DA Lock Lock Use Expottied Conmments Owosr Count Count hennium Date Updated By  Beteased By
= Tranryg, Traning
1 8 v Tranar 414 a1 200700 0/222008 Traner

TR [EoR THEnng

o Iaper - Coge To 4 : Traning, Tranng,
Lo s g Tranes b 0 2007008 A0RL006 Traeree

30. Open Excel.
31. Select File/Open.
32. Change the Files of Type to Text Files.

33. Select the file exported in step 27.

Loak in: | My Documents V| @ - | Q@ X i B Tools~
L;b Mame = Size | Typ ™
: I?] 5-10 3P3export test,bxt 10KE  Text
g‘;’cﬁigf_::; ] adding user text file 116-2-20.txt 1KE Text
|?=_°:| AM_07-09 using Projection as Allotment 03-13-07 .bxk 534 EKE  Text
— =| BOOL_012.Exk JKE Text
E Z] job_rlass.bxt 3,755 KB Text
Deskbop E] parks psers position file 092 bxk IS KB Text
E] salary_schedule bxt 6,110KE Text
s [52)Shorteut ko TALS_AMR_Application 1KE Shor
,,_.J =] SPStests_26.but 40KE Text
My Documents || ) spopect 4-3,bxt 44 KB Text
=| TRZ.kxt TKE Text
9’ (S TR2ExportedFile bt 2KB Text
B 2] TR2test.txt 7KB Text
My COMPUEEE 12 4 orialimpart TextFile. bxt ZKB Text ¥
- < if >
! File name: -
Py Mekwork, - | v| L gpen | J
Places Files of type: |Text Files (*.prn; *.txt; *.csv) o | | Cancel )

34. Select Open to open the Exported file. This will bring up the Text Import Wizard. Select Original
data type as delimited, then select Next.

=49 -



Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited.

If this is correct, choose Mext, or choose the data bype that best describes your data,
Criginal data tyvpe
Choose the file tvpe that best describes vour data;

(*) Delimited - Characters such as commas or tabs separate each field,
() Fixed width - Fields are aligned in calumns with spaces between each Ffield.
Stark impork ak row: File arigin: 437 1 OEM United States b

Preview of file I3My Documents! TR.2ExxportedFile, bxt.

1l mgencylposition group idlperson nameljob class ttllposition ﬁ
Z POEOTRZ0Ewployese 1OBASE Product Mgr ovooy =
F0E0TREO0Employes ZOIT SPEC & gvyoo
4 1OSOTRE0Enployes 20Pharmacist o7vaoo
SPNOEOTRZ0Ewployese 30Electrical Insp O7008 .
S5 | >

[ mext= |[ Finish

35. Check to select the Tab under the Delimiters option, then select Next.

Text Import Wizard - Step 2 of 3

This screen lets vou set the delimiters wour data contains, You can see
hiow waur kext is affected in the preview below,

Delimiters
Tah [ ] semicolon [ ] comma

[lspace [ ] Other: I:I Text gualifier:

[ ] Treat consecutive delimiters as one

Data preview

gency position group id person name [job_class ttl ﬁ
ok TRE nployes 1 A%55 Product Mgr =
oL TRE nployes £ T SPEC &
oL TRE nployes 3 harmacist
ok TRE nployes 3 lectrical Insp e
£5 | 2
[ Cancel ] [ < Back. ] [ Mexk = ] [ Einish ]

36. For each column that has data that begins with a zero, click the column then select Text under Column
data format. Note: This step is critical so that data does not lose leading zeros once imported into
Excel. For example, without this step, Fund 001 will be imported as Fund 1. There is a short cut of
holding down the Shift key to highlight selected columns plus all columns in between.

Position Number
Person ID
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Payroll Organization
Subsubobject
Master Index
Appropriation Index
Program Index
Organization Index

Project
SubProject
ProejctPhase
Budget Unit
Allocation code
Text Import Wizard - 5tep 3 of 3 @@
This screen lets wou select each column and set Column data Format

the Data Format,

‘iGeneral' converts numeric walues ko numbers, date
walues to dates, and all remaining values ko bext,

MDY A

() Do not jmport column (skip)

Data preview

job_class_ttl
LS55 Product Mgr
T SPEC &
harmacist
lectrical Insp

£ >

[ Cancel H < Back ]

03/01 72007
07516 /2006
01716 /2007
020152002

37. Select Finish once all required columns are marked as Text to open the file.

38. With the opened file you can change account code funding elements on a position or create additional
rows in Excel to provide additional lines of funding. Note: You cannot use this to update position
data such as job class or job class title. Note: Please study the chart below for data rules and
examples.

Skip funding updates in training
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Header Datatype Example Imported? | Import Validation
agency* char(3) 105 No 1. Required
2. Must match file
position_group_id* | char(3) 010 No 1. Required
2. Must match file
person_name varchar(30) | Doe, John | No N/A
job_class_ttl char(16) COM VEH | No N/A
ENF OF 2
position_num* char(8) 0186 No 1. Required
2. Must match with exported position
position_start_dt* | datetime 01/01/2005 | No 1. (Required) Must be a valid datetime
(tier 1)
2. Must match with exported position
person_id* int 12345 No 1. (Required) Must be a valid int (tier 1)
2. Must match with exported position
payroll_org char(6) 123456 No N/A
user_defined char(5) 12345 No N/A
subsubobject char(4) 1234 Yes 1. If used, must meet length and
allowable character rules
master_index char(8) 12345678 | Yes 1. If used, must meet length and allowable
character rules
ea_index char(3) 030 Yes 1. if used, must meet length and
allowable character rules
program_index char(5) 00150 Yes If used, must meet length and allowable
character rules
organization_index | char(4) 2400 Yes 1. If used, must meet length and
allowable character rules
project char(4) EXY1 Yes 1. If used, must meet length and
allowable character rules
subproject char(2) 01 Yes 1. Must not be used if project is not
used.
2. If used, must meet length and
allowable character rules
project_phase char(2) 01 Yes 1. Must not be used if project or
subproject is not used.
2. If used, must meet length and
allowable character rules
budget_unit char(3) G75 Yes 1. If used, must meet length and
allowable character rules
allocation_code char(4) 9999 Yes 1. If used, must meet length and
allowable character rules
proration_pct numeric(4,1) | 100.0 Yes 1.1f used, must be a valid numeric(4,1)

(tier 1)

Note: all validation is tier 2 except where noted.

39. Select Save As to save the file.

40. Reselect the exported file name and select Save.

41. Select Yes to replace the existing file.
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Poaton Fia Lkt

Adkd Upclate View Posiions Filter Copy/Meroe E

Seloct

Microsoft Office Excel

! "-l., The file TRZExporkedFile.txt already exists, Do wou want to replace the existing file?

[ Yes ] L Mo ]

42. Select Yes to the notice that you are saving a text file.

Microsoft Excel

TRZExpartedFile. txt may contain Features that are not compatible with Text (Tab delimited), Do wou want ko keep the warkbook in this Format?

L3
1 ) + To keep this Format, which leaves out any incompatible Features, click Yes,
« To preserve the Features, click Ma. Then save a copy in the latest Excel Farmat.
« To see what might be lost, click Help.

L‘f‘es]l Mo ][Help]

43. Go back to SPS to the Position File List screen.

44. Select the position file that was originally exported and the Import/Funding tab.

Traner Traning - 103 ~ Cammursty, Trade & Economic Dovelop

Robeano Repeorts

Ops Qwrnes ‘ Hngord Bxopt Bunding Titkes
Lock - . Conat Comnt Sennim

Position Hie
A

Extract
Dty

Updhated By
Traning,

Beluased By

™ Trares Trareg (& - 414 41 2007405 10/22/2008 Trames
Tranee - Cogn 1o Trang, Tranig,
™2 Eln Funding Traner ™ =] Z0070P  I0E2/2002 Tramer

45. Browse for the exported file from the Import Funding dialog box.
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‘A Import Funding -- Web Page Dialog

Import Funding

Select a pre-formatied text file to upload.
| |[ Browse. |

Cancel

Ihttp:,I',I'UFmapoly‘}DU,l'BASSWEB_qa,l'SPS,I'PDsitionListing,l'Im[ |° Trusted sites

46. Select the file to import and select Open.

Choose file |1||£|
Look in: I My Documents j - £ B3~
@ Marne Size | Twpe | Dateﬁ]
spsDDE-pgSerrnr.xls 65 KE Microsoft Excel Wor,,,  10/16
E”gcifn';i’g B sps00s, «s SPKB  Microsoft Excel Waor.., 10717
'ﬁ\fiewPDFRepDrt.de 121 KB Adobe Acrobat Doc,,, 10720
@ 'ﬁsecurity.pdf 152 KB Adobe Acrobat Doc,,,  10/20
sps expart best, xls 372 KB Microsoft Excel War,,,  10/20
plelen '-.-'au:atiu::n_acu:rual.xls 14 KB Microsoft Excel War,,,  10/28
- E€| Funding_Excport_ana , bxk 65 KB Text Document 10/z8
@ E Funding_Excport_WiEsE,Exk ZKB Text Document 10/z&
" LeaveRequestFDrm.ch 103 KE  Microsoft Word Doc... 10/29
y Documents
ﬁ Setup_SnaglkSkamps_Educati. .. 73 KR Application 10429
0 'ﬁl PasiitionDetail, snag 105 KB  Snaqglk Editor Image 10429
? . Funding_E:xpart_TR.2.Ext 11 KB Text Document 10430
by Computer allntmentdetail.xls 159 KB Microsoft Excel Wor. .. 1IZI,|'31__-J
'-.-'-.-'eeklw;.-' Skakus Report For We... 107 KB  Microsoft Word Doc... 10/31 ij
Q L] Il | ¥

My Metwaork.  File name: IFunding_E wport_TRZ bt j Open |
Places
Files of type: I,-'.‘-.II Files [*7] ;I Cancel |
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47. Verify the file was filled in correctly in the Import Funding dialog box and select Ok.

‘A Import Funding -- Web Page Dialog

Import Funding

Select a pre-formatted text file to upload.

|I:\My Ducuments\Funding_E}{ponJ[ Browse... |

Cancel

Ihttp:,I',l'c-Fmapoly4DD,I'BnSSWEB_qa,I'SPS,I'P:-sitic-nListing,l’Im: |Q Trusted sites

48. If there are errors, you will receive a Funding Import Error Report that you can Print to recall how to fix

the errors.

A Funding Import Error Report -- Web Page Dialog

Funding Import Error Report

SPS: Funding Import Error Report [
Agency 103-Comm, Trade & Econ
Date & Time 1073172008 3.55 PM

Row # Error Description

16 The total percent does not equal 100,
16 The total percent does not equal 100,
16 The total percent does not equal 100,
17 The total percent does not equal 100,
17 The total percent does not equal 100,
17 The total percent does not equal 100, -
18 The total percent does not equal 100,
1= T fmbal mercmmt Aeee et e al A0 l,l
Cancel
Ihttp:,l',I'u:uFrna|:u:Iy4EID,I'B.D.SSWEB_qa,l'SPS,I'Pnsitiu:unListing,l'ResuItLog.aspx?tvpe=f |ﬁ Trusted sites I

49. Once errors have been corrected repeat steps 43-47.
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50. Once everything has been corrected and is in the correct format you will receive the following message.

Microsoft Internet Explorer |X |

! E File uploaded successfully.,

51. Select OK and you will return back to the position file list screen.

Lesson 2, Task 7 — Verify the Position File

It is almost time to start running and viewing projections now that the position file has been updated. But

first we’ll want to verify the position file we have created to ensure the projection is calculated off the
correct information.

1. Select the position file to verify and the Reports/Position Listing tab.

Note: Position reports will only be enabled under Position on the Application tab bar, Projection
reports will only be enabled under Projections on the Application tab bar.

Poaton Filr List

Add Lindate View Positions Filter

CopyMerge Export

Fun Frojection Refaase Buk Update Mske Flle Curent

Ogs
Lok

Qe

n Record

Extspl Funding Titles
Lock User Lapor tod Commenls Uyegr Lount

Coud (Mennium

Tranag,

] Traney, N
in Traver ” (3 0708 10/

2. This will display the Report Parameter Selections dialog box. Select a sort option of Position Number

by clicking the ™ | Also, select a Format Option of View as PDF by clicking on the radio button in front
of the option. Note: There are three format options: “View as PDF” is designed for printing; “View
as HTML” is available for quick navigation to a position and for export, but column titles may overlap;

“HTML formatted for Export” is designed for exporting nicely, column titles were shortened to
accomplish this.
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3 Report Parameter Selections -- Web Page Dialog

Parameters for Position Listing Report
File Selection

File ID TRZ2 - Trainer - Copy To File

Filter Mo Current Filter Specified

Parameter Selections

Sort Dpti0n| Pasition Number 2

Format Option
®Yiew as POF O Wiew as HTML (O HTML formatted for Export

Fun | |Cancel

Ihttp:,l',l'DFmapuIy4DEI,l'BP.SSWEB_qa,I'SPS,l'CDmmDnUI,I'RepurtPal|ﬂ Trusted sites I

3. Select Run to generate the report. LI Note: You will only be able to run one report at a time; previously
generated reports will be overwritten by the new parameter selections.

Es0m Salary Projection System 10
Pozition Listing Report Page |l
100 36
Pontaea Fiie: T2 Treres - Copry T File
Ageacy: 101 Corsreumny, Trade & Fousome Develop
Piter Sclectionn: No fiter gpand
Sart By Postico Nesber
i H
e : Toh San Ead Incremess Sab b Poj g E Work : ;
Pt Name pread Tuk F 5 Gun 9T Dus Dus  BekwDue PRON P OF EAL O Proj Pra P A3 & Cumy £ &
OIS Vacare-New Her suw N FAC SITE 8IFC ® D Ap5800 1000 11808 1inaxn 1000 A Q2 O AA 1241 @ M2 Thewn Y
0410 Fmrpleyen G001T XSl Demcoes Socmary n14142 1000 JLAONY et 1060 11200 @ oAC n oo o0 P2 Thuoss ¥ N
MOMAIE Exployer G021 10SK MANAOER,OFFICE & | 45400 1000 CAmNArT 2R Be2IAN o0 o @12 AA 1O m P2 Thewn Y N
MO0 Faployes 0001 M5 EMSBAND | 524300 1000 SMMAY 0s01A% 1000 1100 oIz Ac e 00 T2 Thunton Y N
Y42T Frployes GONGE oo OFF ASST 3 " 1 2,000 1000 OMSUE [ 2 oo e G2 AA IO m @ PS5 Thunn YN
YOO8 Farpleyes 0O Rl ITSPEC 2 & B 411300 1000 GUOINE 041K 1000 im o2 AR 1M o @ 17 Thowa ¥ N
JOGHESD Famployen 00004 19504 HIMANRRSOURCE 4 B 411400 1000 Cedmanm e 08 o Q12 AA 112 W @ 12 Theoson YN
0004442 Fployer (0004 19504 HIMANRESOURCE < § 401400 1000 GeaROs eronn B sm ®) OAA s @ P2 Thewn Y N
TOEL2 Fmrpleyes GO0 10303 HUNANEBSOURCE & § 410420 1000 GAtHNE AN Ho  4nos L o« P2 Thuns ¥ K
MO044SE Exployer G012 Pl ITSPEC Y “w 1 ASTS00 1000 2N wean 1000 M @12 AA 1M m P2 Thewn Y N
NOETE Faployes 00071 114F Procamat =t a1 IR0 1000 GBS 0N 1060 Y100 Q12 AA  1MO M o Thranecer Y N
YMied Frmployer 0036 HE HIMANUESOURCE &8 ) L7650 (000 QINNE s oo o 12 AA M2 m @0 2 Thasn YN
TO4STE Farpleye 0022 M ITSPEC ¢ a2 1 ASSRO0 1000 curEOy o 1000 1 o2 AA 1M o @ 17 Thowe ¥ N
0K Employes 0003 am ITSPEC S % A 300000 1000 GTOIO L ar Ul 63 e Q2 AA 1210 W @ P Theosn YN
Y008 Feployer (0058 O ITSPEC S " A 405000 1000 oA nuoan LRI Q12 AA 1M M @ P Thewn Y N

4. Select the Printer icon to print this report.
No need to print when in a training session
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Select the X in the upper right hand corner to close the report screen.

Verify the data or route to manager for verification. If errors exist, return to the Position Listing to edit,
add, or delete position records as necessary. The report includes an Invalid column to easily identify any

position records that remain in the file as invalid.

Note: When an HTML format option is chosen, the P icon will present options for exporting the
report as a Crystal Report, Adobe Acrobat (PDF), Excel, Word or Rich Text Format (RTF). You could
export the report and attach to an e-mail to facilitate sharing results for validation.

Assume no changes needed for training
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LESSON 3 - RUN A PROJECTION
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Lesson 3, Task 1 — Run a Projection and Save Results

The process of running a projection is separate from the process of running a report. This task will explore
creating the projection and the option of saving the results. When you run a projection, it will run on the
entire file whether a filter is set or not.

1. Select the position file to run the projection on and the Run Projection tab.
Contact
vy

Traner Traning : 103 - Community, Trade & Econome Devaop

Owner
Lock

Lock

0 Traang Tranng
Trares 414 41 200709 10/22/3008  Traree Trares
7 14 ogre T Traers Teanng,
U 2 (=] Trares ) a 200709 10/22/2008  Traner Traner

2. This will bring up the SPS Run Projection dialog box. Select the Projection Parameters to be included

in the projection calculation. Note:

¢ Include increments/merit increases will apply step increases to classified employees;

o Include General Salary Increase (GSI) will look to see if a GSI adjustment has been indicated for the
projection period by the SPS administrator and apply the increase;

¢ Include 6767/salary survey will check for changes in the Job Class schedule for salary range in the
projection period and calculate the salary using any new salary ranges found;

o [Include only positions marked “Funded” in projection results will exclude any positions that are not
checked funded.

Include all four options

3. Select the Biennium for which to project salaries.
2019-21

4, Select the Starting Fiscal Month for the projection. Note: The display of the dropdown list box
options is FM — Name (i.e., 14 — September is September of the second fiscal year). Picking a fiscal
month other than 01-July will create zero amounts in preceding fiscal months.
01-July

5. Select an option for the Projection Results. Note:

o View results as a report will create an Allotment Summary report without first saving the projection
data. You will have an option of saving the projection data once the report is displayed.

e Save results then view as a report will ask you to enter a file ID and title to save the projection
results prior to running the Allotment Summary report.

e Save results will ask you to enter a file ID and title to save the projection results, but no report will
be produced. Since the file is saved, you can still run any of the reports available for the projection
file from the reporting option.

Save results
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3 SPS Run Projection — Web Page Dialog

Pun Projection
Position File I TRZ - Trainer - Copy To File
Projection Results

Projection Parameters

HInclude Increments Merit Increases CWiew results as a report
HInclude General Salary Increases CSave results then view as a report
& Save results

HInclude only positions marked ‘Funded' in projection results

Projection Criteria

Bignnium  Starting Fiscal Month
200211 |01 - July -

) Trusted stes

Select Run to begin the projection process.

‘A Add Projection File -- Web Page Dialog

Add Projection File

Projection File IDITR 2
Title Trainer - Copy To File
Comments Projection for Training

Save || Reset Cancel

Ihttp:Il',l'ofmapoly4DDII'BASSWEB_qaII'SF‘SII'Projectiom’AddF‘rojt |0 Trusted sites

Enter a desired Projection File ID and Title for this projection result.
Note: The Projection Files are independent of the Position Files. You can enter any ID including the

same ID as used for the Position File.
e If the ID has already been used for the selected Projection Period for the indicated biennium (step 3

above), and you have the authority® to delete a projection file, you are given the opportunity to
OVERWRITE the existing projection file (be aware that the previous projection file will be deleted

before the new one with the same Projection File ID is created).

Windows Internet Explorer

Projection File 1D already exists for selected biennium.

\‘p
-
Clicking OK will delete the existing Projection File and SAVE your current file.

Click Cancel to return to the screen and change the file ID.

L OK, J[ Cancel ]
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Note: Occasionally, a Run Projection failed! message will display when a projection file with the
same ID already exists. Try to run projection again as this is an intermittent anomaly.

Windows Internet Explorer

'i Run Projection failed!
.

Projection failed: File already exists.

# Edit Access users can only overwrite/delete their own files
OFM Administrators and Budget Operations can overwrite/delete any file

¢ The system will automatically default to the chosen position file ID and Title.
<your initials>1 — <your name> - Projection
TR2 — Trainer — Copy To File

7. Enter a comment that adequately describes the projection results. Note: The parameters selected to
run the projection are saved with the Projection file and are available in the Projection File list
(reviewed in Lesson 3, task 2) as well as displayed on reports. You may choose to use the comments to
enter information not otherwise captured.

Projection for Training

8. Select Save to run and save projection.

Lesson 3, Task 2 — Lock a Projection File and Update Comments

The Projection File List screen enables you to view information about your agency’s projection files as
well as perform various tasks with those files. Informational items include number of records, file owner,
extract date, etc. Functions allow you (depending on your security level) to lock projection files, enter
file comments, or change file title. Each column can be sorted in ascending or descending order according
to user preference.

1. Select Projections from the Application tab bar.

Starting

(rchudes Inchados
Efanodum  Peolection Cps Hetord Barect  Pusition facal Inthudes Guoerad Ichudes
1 A e 0 [t Lock Conunents  Uwrsr Cout Date il 1D Manthy Incroments Inerdase Sarvey Funded Ounly  eokan
Trare -
Copy To Traning

| 00611

23 @

oy
Fiw Trasr {1722/ X008 TR2 01~ 4 X

s EnE e Y mE B W @ m W

1. Activities Bar—allows you to perform actions related to a specific projection file or files. This includes
Update, Filter, Reports and Delete.
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ok wd

10.
11.
12.
13.
14.

15.

16.

17.

e The Update tab allows you to update the projection file title, comments, and operations lock
depending on your security.
e The Filter tab allows you to set or clear the filter that you want to apply to the projection reports.
The Reports tab allows you to run projection reports for a projection file chosen. See Lesson3, Task 3
for more information.
e The Delete tab allows you to delete one or several projection files.
Projection File Selection Box—allows you to work with a particular projection file or files.
Biennium—indicates for which biennium the projection file was run.
Projection File ID—displays the chosen three character ID.
Projection File Title—displays the chosen title.
Operations Lock—displays a lock indicator if an operations user has locked the file. To remove this
lock you must go through the update tab.
Comments Indicator—displays whether comments are associated with the projection file. To view click
on the check mark and to close click the check mark again. To change comments you must go through
the update tab.
Owner—displays who owns the projection file and if you hover over the name, the date and time the
projection was run.
Record Count—displays the total number of records in the projection file.
Extract Date—displays the date the HR Data was loaded into the position file.
Position File ID—displays the three character ID of the Position file for which the projection was run.
Starting Fiscal Month—Displays the chosen starting month for which the projection begins.
Includes Increments—Displays a check mark if increments were included in the projection.
Includes General Increases— Displays a check mark if general salary increases were included in the
projection.
Includes 6767/Salary Survey — Displays a check mark if 6767/Salary Survey salary increases were
included in the projection. Note: By default the 6767/Salary Survey parameter is always included, so
the projection file list will always show this as checked.
Includes Funded Only—Displays a check mark if Only Positions Marked Funded were included in the
projection.
Funding Titles Biennium—displays from which biennium the funding titles are edited against.

Select the projection file and the Update tab to change the Comments and Lock the file.

3 Update Projection File — Web Page Dialog. &)
Update Projection File ‘
Projection File ID TR2

Title
Comments

s opy 10 File
rojection for Training--locking the file.

Operations Lock

Save || Reset Cancel

http:J’,fofmapoIy400}BASSWES_qa!SPSIProjéction.fUpdateProjectianile.aspx @) Trusted sites

Comment: Projection for Training—Ilocking the file.
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Operations Lock: Click to create check mark.

3. Select Save to save changes.

Prosctions
Fropcton e Let Traewe Tranng @ 100 - Commurity, Trade i ECorome Develcp

Slactiog Inchades Inchudes Buniding
Projec thon O fecord  Extract  Position Fincal o huckes (mroer 607/ Sedary Ine hdes Tithes
Hie 1D Itle  Lock Comwments Owner  Count Date EHie 1D Moath Increments Jnorease Survey Funded Only  Bienosum

Db

Traner -
§ Cogy To Trareg,
O 20011 TR2 Fhe a o Trares 72 MyZR/A08TRE 01 - July v v v ’ 200708

Lesson 3, Task 3 — View Projection Reports

The projection results are now saved as an independent file. There are five varieties of projection reports
available for reporting the results with a number of flexible sort options. Reports may also be filtered to
limit the type of position projections included in the report.

1..  Select the projection file and the Reports tab to see the available reporting options.

Tramer Trarwy | 105 - Communily, Trade 8 Sconamic Dessiop

Audng

Sacting Inciudes Inchudes
Eorord  Extract Position eyt ke Groerd OrGY/ Sedary Inchudes Titles
Count Dot Fike 1D Maoeith ncremerits Increoss Survery Furiedd Ondy  Benneam

72 10/22/2008TRZ 01- My v v . . 200705

2. Select the Allotment Summary report. This will display the Report Parameter Selections dialog box.
Select Sort Option/Program, Subprogram and Format Option/View as PDF.

Note: Each sort option will create a report with sorting and subtotals as chosen. All summary
reports will be subtotaled on Appropriation Index within the selected group. SPS groups Appropriation
Index based on the first two characters when defined with the same fund and appropriation type, so that
related Appropriation Indexes (i.e., 011 and 012, both fund 001 and appropriation type 1) will be
displayed on the same page.
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3 Report Parameter Selections -- Web Page Dialog

Parameters for Allotment Summary Report
File Selection

File ID TRZ - Trairner - Copy To File

Filter "o Current Filter Specified

Parameter Selections

Sort Opti0n| Frograr, Subprogram

Format Option
@ view ag POF O Wiew as HTML (O HTML farmatted for Expart

F.un

Cancel

Ihttp:,l',l'UFmap0Iy4DD,l'B.C\SSWEB_qa,l'SPS,I'CDmmunUI,I'RepDrtPa| |0 Trusked sites

Sort Option: Program, Subprogram
Format Option: View as PDF

3. Select Run to view report
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4.

5

6.

o Salary Projection System

Allotment Summary Report

Projection File: 541 mext been

Agency: 105 Office of Financial Management

Bivnnium: 2019.21 StartingFiscalMonth: 01 - July
ProjectionRunDate: 05/01/2019 Pasition File: 541 next bren

Filrer: No filter apphed

Sort By: Program, SubProgram

Program: 010 Administration

SubProgram:

Expenditure Authority Index: 012 Salaries and Expenses - FY2

Fiscal Year 2020 July  Augwst September  October November December Jammary
Seaff Moaths 670 670 670 670 670 6.70 670
AC State Exenpt 51151 3.8 57.757 57757 37957 57.757 571,757
Salary Total 57,787 &8 §$7.787 57,787 7,787 87,757 57,787
BAOASI 578 578 521 443 443 3 578
BB Retwemen 5,776 5776 3.7 5776 5776 5776 5776
BC Madical 167 167 167 167 167 167 167
BD Health 6,200 6,800 6800 6800 6800 6,800 6,800
BH Medicare 1155 1155 1155 1155 1155 1.155 L1535
BK PFML 1733 1733 1564 1329 1329 1132 1,733
Beoefits Total 16.209 16,209 15983 15670 15670 15,407 16,209
Total Salary + Benefits 73966 73966 73,740 REE RER 73,164 73,966
Fiscal Year 2021 July  Angust Soptember October November Decomber Janmary
Seaff Mowths 670 6.70 6.70 6.70 6.70 670 670
AC Stase Exenapt 51757 51,757 57,757 57757 51957 57157 51757
Salary Total §1.757 SIS $7.787 57,987 $7.987 57,757 57,757
BA OASI 578 578 521 243 443 377 378
BB Retwement 5776 5776 5776 5776 5176 5776 5776
BC Medical 167 167 167 167 167 167 167
BD Health 6,800 6,800 6,800 6.800 6800 6.800 6,800
BH Medscare 1155 1155 L1535 1155 1155 1,153 1155
BK PFML 1,733 1,733 1564 1.329 1329 11532 1,733
Benefits Total 16209 16209 15982 15670 15,670 15407 16,209

Total Salary + Benefits 73966 71966 73,740 a7 4T 73164 73,966

Close the report to return to the Projection File List screen.

Select Filter/Set Filter and the Position tab.
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Scroll through the pages to review the format, layout, and totals.

February
6.70
51757
&,787
378
5776
167
6800
1155
1733
16,209
73,966

February
6.70
51757
Lkl
5,776
167
6,800
1,155
1,733
16,209
73966

March
670
57,757
$1.787
578
5776
167
6.800
1,155
1733
16,209
73,966

March
670
57757
57,757
578
5776
167
6,800
1,155
1,733
16209
3966

Increments:

6767
COLA:
Funded:

Yes
Yes

No

May
670
5§1.757
87,787
578
5,776
167
6,800
1155
1,733
16,209
73966

May
6.70
57.157
57,757
578
5776
167
6800
1133
1733
16,209
73966

Page 1 of 61
51672019
1211 08PM
June Total
670 £0.40
51757 693084
7787 693,084
578 6.408
5776 69312
167 2,004
6800 81,600
1135 13860
1733 19218
16209 192,402
73966 885486
June Total
6.70 £0.40

37157 693,084
S$7.757 693,084

78 6,408
5776 69312
167 2,004

6,800 81.600
L1353 13,860
1.733 19218
16,209 192,402
73966 885486



10.

11.

A SPS Filter -- Web Page Dialog

SPS Filter

eiinel SccoUnt Summary Hints
Position Information

Criteria

Position Num

Job Class
Pos. Funded |ALL
User Defined |

Start Date |

Name lernploy*|

Barg. Unit |
Retirement
Work County

Ok || Clear | Cancel

Jhctp: fiofmapaky400/BA3SWEE _ga/SPS/CommonUIfFilker, (@) Trusted sites

Type your last name plus an * in the Name field of the filter. LL] Note: The filter allows a search on last
name only. This can be a partial or full last name. The filter does not allow commas or spaces. By
entering the “*” the filter will look for all names that match the letters entered here.

e.g., employ

Select Ok to apply the filter.

Select the Reports/Allotment Detail tab.

Select the desired Sort Option/Position Number and Format Option/View as HTML option for the
report. Note: The Allotment Detail report will show all details for each combination of position
number, person, and fund code.

Sort Option: Position Number

Format Option: View as HTML

Select Run to view report

-67 -



sPs001 Salary Projection System Page 1 of 32

51672019

Allotment Detail Report 206:40PM
Projection File: 516 PFML
Agency: 163 Consohdated Technology Services Increments:  Yes
Biennium: 2017-19 Starting Fiscal Month: 01 - July 6767 Yes
Projection Run Date: 05162019 Pusition File: 516 PFML COLA: Yes
Sort By: Postion Number Funded: No
Filter: No filter applied
Position Number: 71027130 Part Time Percent:  100.00 Job Class:  OFM006 OFM Exec Mar Program Index: 1.0120
Name: no name listed Range: Step: Organization Index: 1200
Paosition Start Date: 04'16/2012 Termination Date: Increment Date: Proj Subproj/Phase: ™Mo/
Pay Code: S Retirement Plan: P2 PERS Plan 2 Fund-AT: 458-1 Consolidated Tech Serv Revol Budget Unit:
Expenditure Authority Index: 070 CTS Services (OCIO - Approprnisted) Proration Percent: 10000
Fiscal Year 2018 Juh August Septemsber  Octaber November December January Felouary March April May June Tatal
Staff Moaths 1.00 100 1.00 1.00 100 1.00 100 1.00 1.00 1.00 1.00 1.00 1200
AC Saate Exemnpt 1287700 1287700 1287700 (287700 1287700 1287700 1287700 1287700 1287700 1287700 1287700 1287700 15452400
Salary Toral 12837700 1287700 1287700 1287700 1287700 1287700 1287700 1287700 12.877.00 12.877.00 1257700 12,877.00 134,524.00
BA OAS] 79837 79837 798.37 701.03 000 0.00 12877 128.77 12877 12877 12877 12877 386876
BB Retarement 161120 161220 161220 161220 161220 161220 161220 161220 16122 161220 161220 161220 1934640
BC Medscal 4398 398 4398 4398 4398 43.98 3958 3958 39.58 3958 3958 39.58 50136
BD Health 913.00 913.00 913.00 913.00 913.00 913.00 91300 91300 91300 91300 913.00 91300 10,956.00
BH Medicars 25754 25754 25754 25754 25754 25754 25754 25754 2574 25754 257.54 25754 309048
BK PFML 000 000 0.00 000 000 0.00 000 000 0.00 0.00 000 000 000
Beunefits Taral 362509 362309 362509 332778 1826.72 28267) 193109 295109 195109 295109 295109 295109 37763.00

Total Salary = Benefinn 1650209 1630209 1636209 1640475 1570372 1570372 1582809 1582809 15828.09 1582809 1582809 15852809 192.287.00

12.  Review the report, noting the report header that identifies the filter set and page headers that indicates the
person, position, and funding the page represents. Note: The Allotment Detail report will allow you to
investigate anomalies in your Allotment Summary at the detail level. It is recommended that you do not
print an Allotment Detail report for your entire agency. The details of the projection are saved in SPS
with the projection file and can be reported on any time producing the same results as the initial report.
Note: You will need to filter your report down to 3,000 records in order to run the allotment detail
report.

13.  Close the report to return to the Projection File List screen.
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LESSON 4 - DATA RELEASE FOR COMPENSATION IMPACT
MODEL (CIM)
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Lesson 4, Task 1 — Check CIM Release Edit Report

OFM will ask for position data once per biennium. This data is loaded into OFM’s Compensation Impact
Model (CIM) where they can use the position information to develop scenarios to support labor relations
and bargaining or determine compensation change allocations to agencies per enacted budgets. This data
is collected well in advance of the biennium in which it will be used. Data submitted for CIM should
reflect the best guess maintenance level of the ensuing biennium budget.

Create a position file using the current funding titles biennium. Note: Do not use the biennium for
which you are submitting the data because the titles will not yet exist in AFRS and will make all of your
positions invalid. For example, you will need to use the 2019-21 Funding Titles Biennium when creating
your 2021-23 CIM file.

Complete the steps of Lesson 2 — Edit your position file to prepare a position file that represents your best
guess maintenance level for the ensuing biennium. Note: Do not use the multiplier feature on the
position detail screen during your CIM release, each position must be created separately.

Before releasing your information you will want to check your CIM Pre-Release Edit Report. Select
Position Files from the Application tab bar.

Select the Position File Selection box, and then select the Release/Pre-Release Edits tab from the
activities bar.

This will display the Salary Projection System: Edit Report. Note: This report will provide you with
Critical errors (these must be fixed) and Warning errors to evaluate whether or not you need to go back
and fix these to include in your release. If the warnings are not fixed, those positions will not be included
in your released information. This report is run unfiltered, regardless if a filter is set or not.
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2 SPS Edit Report - Microsoft Internet Explorer
Fle Edt Yew Favorkes Tools Help #

A = ) £ “
Qe - @ [x] [B] @ Prsewch Joraens @ (3- 575 | K B
Address | ) hetp: fofmapoly $00/BASSWEB_qa/EdkChecks/EdtReport. a5pic v B i ” @soson B & §-
Goosk G~ ¥ Goog sv ﬁ Bookmarks v QJWM '?G‘adtv N Astolink » > '.)Settmv

| SPS Edit Report

Salary Projection System: Edit Report

Agency 103 - Community, Trade & Economic Develop
Position File TR2 - Trainer Training
Date & Time 11/5/2008 5:21 PM

Edit Level: Warning (41)

Edit # Description
Invalid Position - See nvalid data comment - 70004395 - 01-01-1900 - No name,

Invalid Position - See nvalid data comment - 70004508 - 01-01-1900 - No name.
Invalid Position - Se2 invalid data comment - 70004510 - 01-01-1500 - No name.
Invalid Position - See rwvalid data comment - 70004511 - 01-01-1900 - No name,
Invalid Pasition - See rwvalid data comment - 70004514 - 01-01-1%00 - No name.
Invalid Position - See rwalid data comment - 70004547 - 01-01-1500 - No name.
Invalid Position - See rvalid data comment - 70004561 - 01-01-1900 - No name.

6. Select Close to close the report.

Lesson 4, Task 2 — Release Data to OFM for CIM

1. Once you are satisfied with your file select the Position File Selection box for the file you wish to release,
and then select the Release/Submit tab from the activities bar. The following message will display:

X

Microsoft Internet Explorer,

' ':, Position file TRZ release to OFM has begun, You will receive a confirmation email when the release process is complete,
L

2. Select OKk.

3. If there are critical errors you will receive the following message:
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fmm—gl

There are critical errors in the File being submitted.
x.._n/ Flease correct the errors and submit the file again.

Click OF b view the repart,

[ Ok, H Cancel ]

4, Select OK and it will bring up the Salary Projection System: Edit Report.
5. Once critical errors have been corrected, repeat steps 1 and 2 above.

6. Once the release is complete you will receive an e-mail similar to the following:

“Agency 105 has successfully submitted their SPS position file to OFM for
inclusion in the compensation data collection process for 2011-13.”

7. You can then go back to the Release/CIM Position Listing report tab to view the details of the file that
was released to CIM.

) Salary Projection System |
Position Listing Report Fage 1 af 7
42130
Pawtien N *** Prmtn File Retemed o CIM
Agmcy: HIS Corsmumey, Trade & Frosserae Devetup
Fiter Sclectisna: No fiter gpplind
Sort By: Pustion Narsher
-
E §
£ ¢ T33
Job e s Taad Saare L Incremens Saly Sab P @ ¥ = Work "5 I
P Name Ol Tk x & Salary ¥ Dute Date  Wovew Dute  PROS ¥ Of KAl O P Preg Pae A0 & Cemy & 5 &
00438 Vasare-New Hire saw  ENFACNTESISC w0 D SURI0 1900 1EIANE 1I08RE 000 & 12 AA 131 @ 0 P2 Theen N
Y4410 Faployee 00017 EXo8)  Discues Seceary A8558 1000 10N AR 1000 11200 @12 AC u o 0 P2 Thastm ¥ N ¥
YOOSE1S  Porrployes GOI2Y 106K MANAGER, OFFICE = | Q41540 1000 GUNAYY  TIRNR  OsIARN 1000 100 N2 AA MO W 0 P2 Thoen Yy NN
Y42 Famployue G001 FMS%  EMSBAND | LEDI0 1000 ORI 04010 1000 11 M2 ACT 110 Ot 0 P2 Thesen Y NV
MOD4E2Y Ferployee GO0 108 OFF ASST 3 1o SOET90 1000 GVIANE DEA KT 1060 11100 12 AA 110 ol %0 PS5 Theasm
MO Employes GOODS &l ITSPFEC 2 - Q 475420 1000 Gmioe caninn 1000 10O 012 AA ni o 0 P2 DNaswn Y N ¥
YAl Fmployos OO004 1904 HIDAN LESOURCE . 0 475420 1000 earNOs [T SO 3o o2 AA " o @ 2 Thewen Y N Y
Y0452 Fmmployee (0004 s HIMANRESOURCE & ¢ 475420 1000 ORI 00 10 40 W AA ams @ 0 P2 Themen Y N Y
YOOO4EST Fmployre 00004 19004 HUMANKESOURCE 4 0 475430 1000 ORI O8N0 Mo 4n0s o0 AA SN0 o W P2 Thamte ¥ N Y
YOORESH Frmployee G001 2 owg  ITSECS % 1 121280 1000 LN (TS 1000 1110 N2 AA 1M1 0 W P2 Thees Y N ¥
YOO44TE  Fasployee 00070 114F Procomaart ed a8 ! A0 o s SR Laral o 1000 1 N2 AA i o 0 2 Thewen Y N Y
R 119F HIMAN PSOURCE 25 | 230080 1000 ST AR 1000 02 12 AA 2 ol W 12 Theas
OGS  Exployes 0022 & ITSFC s a2 L BI55%0 100U o 1000 1o o2 AA » o 0 P2 DNaswn Y N ¥
YOS S Fmployve O0058 v ITSPEC S t6 < ,0%260 1000 SMOINS [T a3 oo N2 AA 1216 ot @0 PS5 Thown Y N Y
NOCHEPS  Fmployes (0054 M ITSECS “ C $.29240 1000 GTANAM oo 14 110 12 AA 1 o 0 PS5 Thenean Y N Y

Note: This will display the salary applicable for that position at the beginning of the biennium for which you
are releasing (it ages the positions by applying any applicable increment/merit increases and general salary
increases). It will also have a column that says if the position was released or not. This is the only place
currently that your released CIM information can be viewed. You cannot otherwise access this file to do other
work on it in SPS ie change information or run projections.

Note: The release will send all valid records that do not end before the start of the ensuing biennium to the
CIM database. Note: This report will display the last released information, so if you have released more
than once, the released information based on the first release will be gone from the CIM Position Listing report.

Congratulations. You have completed a Salary Projection Using SPS!I!!!
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11.

Appendix 1 - Business Rules & Usage Notes

General/System Wide
The SPS application does not support the use of internet browser navigation buttons, i.e. ‘back arrow’ and
‘forward arrow’. You should avoid using the back arrow and forward arrow buttons available on your
web browser tool bar when working in SPS. Using these buttons will give unpredictable results
depending on the screen you are on when used.
The Contact link tells how to contact the help staff, and the Help link takes you to BudgetWorks Help
document library.
It is extremely important to properly logout of the system when not in use. There is a timeout provision
included in the system. If your session is inactive for 120 minutes the system will time you out.

Prepare Position File
If your agency does not have any position files previously established, there will be no records displayed
in the Position File List for your agency.
A Budget Operations Lock prohibits all agency Edit Access users from making changes to the position
file. File Owners that are Edit Access may also set an Owner lock that will prohibit all Edit Access users
who are not the file owner from making changes to a position file. No file that has a lock set can be
deleted.
There are four tabs on the Filter each criteria field will display a tool tip with a formatting rule, if one
applies. Some criteria fields have lookups available and others are only available to type in the criteria.
o The Position tab allows you to filter by specific position detail information
o The Account tab allows you to filter by specific account coding elements
o The Summary tab displays summarized information on the number of records that will be
affected by the filter chosen (when a specific position file is not chosen, this information will
not be available)
o The Hints tab displays some of the common rules used in setting a filter and when they can be
used. An example for job class and Name are below:
= Job Class - 12* (returns all job classes that begin with 12)
= Job Class - 120?71 (returns all job classes where the first three-characters are 120 and
the last character is 1 regardless of what the fourth-character is)
= Job Class - = (returns all job classes where the job class code is blank)
= Job Class - 12000-12040 (returns all job classes within the range of 12000-12040)
= Job Class - 12010, 12020, 12030 (returns all job classes matching 12010, 12020, or
12030
= Name - > B (returns all records where the name is greater than the letter "b". <and <>
are also allowed)
= Name - Ove* (returns all records where the name as displayed begins with “ove”. By
default HR data loads Last Name, First Name. The only option to search on name is to
enter the first part of the name as displayed and enter * at the end. Spaces and commas
are not allowed).
The filter can search on a number of options (e.g., Program and Job Class) as long as the selections do not
get too complex.
Programs listed are programs found in the AFRS funding titles for the funding titles biennium chosen. If
you choose to go to a lower level of detail, you must first select the 1% level of the hierarchy (ie Program)
and it will then display the next level (ie Sub Program) and down through the hierarchical relationship.
If a filter was applied prior to a copy/merge, the dialog box will display the filter chosen.
If the file in the Copy/Merge To section is empty, only the copy button will be available, if the file in the
Copy/Merge To section has records, the Merge Options will be enabled and the copy button will display
as Merge.
There are three Merge Options 1) Replace Duplicates overwrites any duplicates found in the To file, 2)
Keep Duplicates retains any duplicates found in the To file, ignores those in the from file, and 3) Replace
Entire File takes all the information from the From file and puts it in the To file.
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12.

13.
14.

15.
16.

17.

18.

19.

20.

21.
22.

23.

24.

25.

26.
217.

28.

29.

30.
31.

32.
33.

34.
35.

Duplicate means the same position humber, person name and start date.
Edit Your Position File

Filtering may return an empty list for invalid or valid positions.

You can filter on any combination of account code or available position options (i.e., all Secretary Admin

with a position start date greater than 7/1/2003 in program 010 with appropriation index 011).

Vacant positions are always loaded as exception records since certain data elements are missing.

Only classified positions will list an increment date. All other positions are exempt from the State Salary

Schedule and do not receive increments. Review Date will be available in this case.

Rules for entering an increment date: The State Salary Schedule identifies how many months until the

next increment is due. Some job classifications have longer increment periods. In general: Positions at

the last step must have an increment date in the past. Positions at step A should have an increment 6

months after the start date. All other steps (excluding the last step) should have yearly increments. The

increment date must be later than the start date and the salary update date unless the position is at the last

step.

Do not use the multiplier feature during your CIM release, each position must be created separately.

Updated Salary Date is important because it triggers the projection engine to decide whether or not to

apply general salary increases and targeted job class salary range changes. It assumes that as of that date,

the salary amount is correct.

When a position contains a job class that is associated with 1-732, the system will automatically flag the I-

732 Indicator; however, newly added positions will not be flagged automatically.

The funding percent must equal 100%.

The only required account codes from the funding grid are Pgm Index (Program Index) and EA Index

(Expenditure Authority Index.)

The start date tab will change to the date you put in the start date once the position detail is saved

successfully.

The Working Title field will be what is displayed on the position list as well as the Position Listing

Report and must be added or updated manually by user.

The Overtime field on the Position Detail screen can be used when overtime is assumed to be consistent

across all months of the biennium.

Once information is entered in the Variable OT grid an asterisk will display.

Fund coding changes can be selected by typing in partially/fully or using the down arrow key on your

keyboard.

Changes can be effective for all projections. If you need to show an ending point for a projection and a

beginning point for a different projection, you will need to end the current position and add a new start

date for that position by using the Copy to new effective date option.

Copy to New Effective Date is used when changes will affect the salary projection results. It assumes the

change is for the same person in the same position. A common use would be to record a future in-training

promotion. Other edit options exist for adding new positions and employees. You also have the option of

simply changing the original record if there is no reason to associate a change with a particular date.

Currently you must leave the position detail screen and return to it to see the end date populated.

You can also add from the Position Listing screen but the Copy to New Effective Date and Copy to

New Position will not be available.

If the position is at the last step, increment date must be in the past.

You cannot change SubObject in the funding grid; you must select SubObject from the dropdown list box

above the grid. This SubObject will be used for all lines of the funding.

The Search brings up all valid and invalid positions.

Note: There are two rules in regard to funding:

e The first is funding proration for a position must add up to 100% or you will not be able to save
the record.
e Both program index and expenditure authority index are required for each funding line in order to

save. If aline is left blank you will not be able to save because these fields are required. Delete
unnecessary rows.
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36.

37.

The Make Position File Current option will update all positions with a valid salary range to apply any
received increments or General Salary Increase increases since the salary was last updated. This step
does not have an effect when the position file is already current.
Basic rules for the bulk update:
Program Index — You must be filtered on a single program index to bulk update program index.
Expenditure Authority Index — You must be filtered on a single expenditure authority index to bulk
update expenditure authority index.
Organization Index — You must be filtered on a single organization index to bulk update organization
index.
Pay Scale — You must be filtered on a single job class to update pay scale.
Job Class — You must be filtered on a single job class to bulk update job class. A pay scale must be
selected to provide a list of job classes. The bulk update will also update the pay scale.
Current Salary — You may multiply or divide to update the Current Salary. To increase salaries by
3.2%, select Multiply and enter 1.032. Only positions that do not have a salary range will be updated.
Position Funded — Any filter combination can be used to Bulk Update the Position Funded flag (e.g.,
filter on name =, to update all positions with a blank name to Position Funded, No).
Bargaining unit — Any filter combination can be used to Bulk Update bargaining unit (e.g., Filter on a
job class with an organization index to update to a specific bargaining unit).
Backfill Indicator — Used to indicate positions that require coverage in the case of leave. Any filter
combination can be used to Bulk Update Backfill Indicator (e.g., Filter on a job class within a program
index to update positions that require backfill).
You can mix and match any of the fields for multiple updates at one time (e.g., update job class and
backfill indicator or update organization index and bargaining unit).

38.  The position filter will be updated to the updated job class. If positions had already existed with this job
class these will also display if you go to the position list.

39. If the updated job class had a different salary range, all positions would have received this salary range
and the salary would have been updated to that salary range given the positions’ current step.

40. Positions that have ended with a date prior to today will not be updated in a bulk update.

41.  You can only update for program index, organization index, or expenditure authority index when the
index is filtered to a single value. Funding options will not be available for selection when this is not
true. However, you may update all of program index, organization index, and appropriation index by
filtering on one selection in each.

42. Use * 1.02 to increase salary by 2% in the bulk update for non-classified positions.

43.  Export/Assignment Pay is only available for Washington State Patrol at this time. See Appendix 4 —
Export/Import Records to Update Assignment Pay (Washington State Patrol Only).

44.  The Save as Type must be text for an export.

45.  Once the file is exported it is marked as funding and the file cannot be updated. Users with Budget
Operations access may set the Exported flag to None by going through Update on the Position File List.

46.  Setting data with leading zeros to text in the import wizard is critical so that data does not lose leading
zeros once imported into Excel. For example, without this step, Fund 001 will be imported as Fund 1.
There is a short cut of holding down the Shift key to highlight selected columns plus all columns in
between.

47.  Please study the below chart for data rules and examples for the funding export/import:

Header Datatype Example Imported? | Import Validation

agency* char(3) 105 No 1. Required

2. Must match file
position_group_id* | char(3) 010 No 1. Required

2. Must match file
person_name varchar(30) | Doe, John | No N/A
job_class_ttl char(16) COM VEH | No N/A

ENF OF 2

position_num* char(8) 0186 No 1. Required

2. Must match with exported position
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position_start_dt* | datetime 01/01/2005 | No 1. (Required) Must be a valid datetime
(tier 1)
2. Must match with exported position

person_id* int 12345 No 1. (Required) Must be a valid int (tier 1)
2. Must match with exported position

payroll_org char(6) 123456 No N/A

user_defined char(b) 12345 No N/A

subsubobject char(4) 1234 Yes 1. If used, must meet length and
allowable character rules

master_index char(8) 12345678 | Yes 1. If used, must meet length and allowable
character rules

ea_index char(3) 030 Yes 1. if used, must meet length and
allowable character rules

program_index char(b) 00150 Yes If used, must meet length and allowable
character rules

organization_index | char(4) 2400 Yes 1. If used, must meet length and
allowable character rules

project char(4) EXY1 Yes 1. If used, must meet length and
allowable character rules

subproject char(2) 01 Yes 1. Must not be used if project is not
used.
2. If used, must meet length and
allowable character rules

project_phase char(2) 01 Yes 1. Must not be used if project or
subproject is not used.
2. If used, must meet length and
allowable character rules

budget_unit char(3) G75 Yes 1. If used, must meet length and
allowable character rules

allocation_code char(4) 9999 Yes 1. If used, must meet length and
allowable character rules

proration_pct numeric(4,1) | 100.0 Yes 1.1f used, must be a valid numeric(4,1)
(tier 1)

Note: all validation is tier 2 except where noted.

48.  Position reports will only be enabled under Position on the Application tab bar, Projection reports will
only be enabled under Projections on the Application tab bar.

49.  There are three format options: “View as PDF” is designed for printing; “View as HTML” is available
for quick navigation to a position and for export, but column titles may overlap; “HTML formatted for
Export” is designed for exporting nicely, column titles were shortened to accomplish this.

50. You will only be able to run one report at a time; previously generated reports will be overwritten by the
new parameter selections.

51.  When an HTML format option is chosen, the P icon will present options for exporting the report as a
Crystal Report, Adobe Acrobat (PDF), Excel, Word or Rich Text Format (RTF). You could export the
report and attach to an e-mail to facilitate sharing results for validation.

Run a Projection

52.  Projection Parameter selections are:

o Include increments/merit increases will apply step increases to classified employees;
e Include General Salary Increase (GSI) will look to see if a GSI adjustment has been indicated for
the projection period by the SPS administrator and apply the increase;
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53.

54.

55.

56.

57.

58.

59.

60.

61.

62.

63.

64.

65.

e Include 6767/salary survey will check for changes in the Job Class schedule for salary range in
the projection period and calculate the salary using any new salary ranges found,;

e Include only positions marked “Funded” in projection results will exclude any positions that are
not checked funded.

The display of the dropdown list box for Fiscal Month options is FM — Name (i.e., 14 — September is
September of the second fiscal year). Picking a fiscal month other than 01-July will create zero amounts
in preceding fiscal months.

Projection Result selections are:

e View results as a report will create an Allotment Summary report without first saving the
projection data. You will have an option of saving the projection data once the report is
displayed.

e Save results then view as a report will ask you to enter a file ID and title to save the projection
results prior to running the Allotment Summary report.

o Save results will ask you to enter a file ID and title to save the projection results, but no report
will be produced. Since the file is saved, you can still run any of the reports available for the
projection file from the reporting option.

The Projection Files are independent of the Position Files. You can enter any ID including the same ID as
used for the Position File for the indicated biennium (step 3 above). The system will automatically
default to the chosen position file ID and Title. Note: If the ID has already been used for the selected
Projection Period, and you have the authority to delete a projection file, you are given the opportunity to
OVERWRITE the existing (be aware that the previous projection file will be deleted before the new one
with the same Projection File ID is created).

The parameters selected to run the projection are saved with the Projection file and are available in the
Projection File list (reviewed in Lesson 3, task 2) as well as displayed on reports. You may choose to use
the comments to enter information not otherwise captured.

By default the 6767/Salary Survey parameter is always included, so the projection file list will always
show this as checked.

Each sort option will create a report with sorting and subtotals as chosen. All summary reports will be
subtotaled on Appropriation Index within the selected group. SPS groups Appropriation Index based on
the first two characters when defined with the same fund and appropriation type, so that related
Appropriation Indexes (i.e., 011 and 012, both fund 001 and appropriation type 1) will be displayed on
the same page.

The filter allows a search on last name only. This can be a partial or full last name. The filter does not
allow commas or spaces. By entering the “*” the filter will look for all names that match the letters
entered here.

The Allotment Detail report will show all details for each combination of position number, person, and
fund code.

The Allotment Detail report will allow you to investigate anomalies in your Allotment Summary at the
detail level. It is recommended that you do not print an Allotment Detail report for your entire agency.
The details of the projection are saved in SPS with the projection file and can be reported on any time
producing the same results as the initial report.

You will need to filter your report down to 3,000 records in order to run the allotment detail report.

Data Release for Compensation Impact Model (CIM)

Do not use the biennium for which you are submitting the data because the titles will not yet exist in
AFRS and will make all of your positions invalid. For example, you will need to use the 2019-21 Funding
Titles Biennium when creating your 2021-23 CIM file.

Do not use the multiplier feature on the position detail screen during your CIM release, each position
must be created separately.

The Salary Projection System: Edit Report will provide you with Critical errors (these must be fixed) and
Warning errors to evaluate whether or not you need to go back and fix these to include in your release. If
the warnings are not fixed, those positions will not be included in your released information. This report
is run unfiltered, regardless if a filter is set or not.
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66.

67.

The release will send all valid records that do not end before the start of the ensuing biennium to the CIM
database.

The CIM Position Listing report will display the last released information, so if you have released more
than once, the released information based on the first release will be gone from the CIM Position Listing
report.

Appendix 2 - Data Exception Errors (Invalid Records)

“Code” does not exist in titles tables (many variations exist)
User Ed - Funding code titles must exist in the AFRS titles for the biennium associated with the
position file. Please change your codes in SPS or add the code to AFRS. Once codes are entered
into AFRS they will appear in SPS immediately.

Subobject is not valid for salary projection
User Ed - Salary subobject must exist as a Valid Salary SubObject
AA AB AC AD AE AF AG AH AJ AK AL AM
AN AQ AR AS AT AU NW Nz
Change the subobject on these records to one of the valid options.

Position salary range is not valid for this job class per the Job Class table
User Ed: A salary range must match either the salary range or special salary range from the job class
table unless the position is Y-rated. Either correct the salary range to match the job class range or
enter a generic job class code “blank” in job class code for a blank salary range.

Appointment salary does not match the salary in the State Salary Schedule
User Ed: The salary must match the state salary schedule for the indicated salary range and step
unless the position is Y rated. Either correct the salary to match the state salary schedule by
reselecting the range and step on position detail, enter “’Y” on the Pay Code of the More Detail
screen, or enter a generic job class code of “blank”.

Salary exceeds band
User Ed: The salary on the position is outside of the band limits as identified in SPS. Check

“Salary May Exceed Band” on the Position Detail to override the limit.
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10.

11.

12.

13.

14.

15.

No valid pay scale identified
A valid Pay Scale is required in SPS.

Job Class does not exist in Job Class table
User Ed: All positions require a valid job class for the indicated Pay Scale. Contact the OFM Help
Desk at HereToHelp@ofm.wa.gov or call 360.407.9100 if a valid job class is not available.

Increment date must be greater than Update Date
User Ed: Classified positions not at the last step require an Increment Date that is greater than the
Position Start Date or Update Date in order to accurately calculate increments due.

Increment date does not match increment data rules
User Ed: The State Salary Schedule identifies how many months until the next increment is due.
Change the increment date to match the requirements. Positions at the last step must have an
increment date in the past but not older than 1/1/1951. Positions at step A should have an increment
6 months after the start date. All other steps (excluding the last step) should have yearly increments.
The increment date must be later than the start date and the salary update date unless the position is
at the last step.

Proration Percent of funding lines must = 100%
User Ed: Proration percent of funding lines must = 100%. Adjust the funding lines to equal 100%.

Part time % must be greater than 0
User Ed: A part-time percent of zero will result in no salary or FTE projection for the position.
Change the part-time percent or variable part-time of the position to be greater than zero.

Each position funding line must contain at least a program index and expenditure authority index.
User Ed: In order to make a position valid you must choose at least one of the coding elements for
both program index and expenditure authority index.

Funding lines do not exist for this position
User Ed: Without funding lines this position cannot be projected. Create funding lines with
proration percentages equal to 100%.

Position start date is invalid
User Ed: A position may load from HRMS into SPS without a start date. In order to make this
position valid a start date must be entered by using copy to new effective date.

Position salary range is not valid for this job class per the State Patrol Salary Range table

User Ed: State Patrol has a special table for salary range. A position must be on this table to be
valid.
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Appendix 3 - Release Notes

General

In testing we have found occurrences of errors that say “Unhandled Exception” or “Timed Out”. If you
receive one of these errors, log out of both SPS and BudgetWorks. Log back into BudgetWorks, open
SPS, and try again. The error should be cleared. If the error persists, contact the OFM Help Desk at
HereToHelp@ofm.wa.gov or call 360.407.9100 immediately. You will be asked the steps you took
including what screen you were on and what screen you were trying to get to when the error occurred.

Position File List

When adding a new file, you will need to scroll down to find it on the list. In all other cases when working
with an existing file, the screen will position back to the file or position you were working with.

If you choose to display your text size through your internet toolbar option for larger or largest, you may
have to scroll to the right to see all the functional tabs available.

Position Detail

The Job Class Risk classification is displayed. The Risk Classification rate is being applied to projections
per the Job Class Table in SPS.

You will not be able to save a record with blank funding rows. Before saving be sure to delete
unnecessary rows.

Rules for entering an increment date: The State Salary Schedule identifies how many months until the
next increment is due. Some job classifications have longer increment periods. In general: Positions at
the last step must have an increment date in the past. Positions at step A should have an increment 6
months after the start date. All other steps (excluding the last step) should have yearly increments. The
increment date must be later than the start date and the salary update date unless the position is at the last
step.

Updated Salary Date is important because it triggers the projection engine to decide whether or not to
apply general salary increases and merit system increases. It assumes that as of that date, the salary
amount is correct.

When performing a copy to new effective date, you must leave the position detail screen and return to it
to see the end date populated for the previous start date.

When the Job Class is changed, the Working Title is not updated at the same time and must be added or
updated manually by the user.

Once the file is exported it is marked as exported (funding or assignment pay) and cannot be updated.
Users with Budget Operations access or the user that created the file may uncheck the Exported Funding
or Assignment Pay flag through the update function.

Projections

Projections for dates prior to the day run may not accurately reflect step changes.

When you run a projection and ask to save results, the system automatically assigns the position file ID
and title to the projection file. Comments are not automatically moved over; however, if you want the

-80 -


mailto:HereToHelp@ofm.wa.gov

same comments, you can select the reset button and it will display the comments associated with the
position file, then select save.

Occasionally, a Run Projection failed! message will display when a projection file with the same 1D
already exists. Try to run projection again as this is an intermittent anomaly.

Windows Internet Explorer @
'i Run Projection failed!
*

Projection failed: File already exists.

Filter
Using an = to signify a blank does not work in the user defined or start date criteria.
Start date must be expressed as a range even if you want to filter on only one date.
The filter must be used to reduce records down to 3,000 when running an allotment detail report.
When filtering on the user defined field, the filter may return “blank” user defined records if they
previously had information and you deleted that information. It is counting the blanks as matching the
filter.
Once a filter is set, even if you delete the information or choose the reset button from the Filter dialog

box, the position listing will still show as a filter being applied. To remove this indicator you must choose
the Filter/clear filter tab.
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Appendix 4 - Export/Import Records to Update Assignment Pay
(Washington State Patrol Only)

SPS allows users to export position data, update assignment pay information, and import it back into SPS
to ensure accurate assignment pay information by position. This will allow agencies that use specific
wage types for assignment pay to update records outside of SPS and to have the updates reflected in SPS
for CIM. Updates outside of SPS are most likely to happen in Excel, but can happen in any system as
long as a tab-delimited .txt file is imported. Note: this option is only available for Washington State Patrol

(WSP) at this time.

Note: Prior to updating Assignment Pay, you should make sure the correct job class, range and step are
assigned to the position. Once the file is exported and adjustments are made the position will be edited
upon import to make sure the job class, range and step align with the assignment pay indicated on the
imported file. If they do not match, the position will be invalid.

1. Select the position file to export and the Export/Assignment Pay tab.

- Corracy

Trares Tranwg 325 - Viangon StEw Patrod

A Iadiog
Pogition . Rocord  fmwpt Xtk Extract
Seloct Bl DA . Count  Glonokan Qate

™2 Trjree  Copn To Pl

ranig, Trane 4777 zn 0703 L1A/2000 Traieny Trarwe

8. The following Export Data dialog box will display, select the Export Data button.

© snaglt Bl & @.] v "i'
Google (G~ v|Goos B v % Bookmarksy |Eipopups okay| “F Check v > () Settings~
&] Done @ Trusted sites

3. The following File Download dialog box will display. Select Save.
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4.

5.

File Download

Do you want to open or save this file?

From: ofmapok400

MHame: Assignment_Pay_FExport TREZ.Exk
Type: Text Document, 183 KB

[ Open

J

Save ] [ Cancel

v

zave thiz file. “what's the nsk’?

While files from the Intemet can be useful, zome files can potentially
harm your computer. |f pau do nat kst the source, do naot open or

Use the Save As dialog box to select the location and name for saving the exported file and select Save.

Note: The Save

as Type must be text.

Save

My Recent
Documents

F

Deskiop

by Computer

-

hy Metwark,

My Documents

Ex

in: ‘ [ My Documents V| Q F £ E-
@My Music =| eatest.bxk =l Fe
@Mv Pictures E] enacted recast.bxt =l Rl
@M‘y‘ Shapes E] FIMAL SPS2.kxk st
BM}.-' Yidens E] FIMAL SP53.Exk =| 5
[CMew Folder [Z) FIAL SPS.bxt Z] &
[ﬁRequirements E] Funding_Export_138.bxt E] i
|3 5naglt Catalog E] Funding_Export_ A8 kxt = Tu
E,']Snaglt Skamps E] Funding_Export_TRZ.Lxk =Ty
ﬁTraining E] Funding_Export ‘W34, kxk =T
|CyUser Tool tips E] Funding_Export W7 kxt =| ke
I visual Studio 2005 E] Funding_Export_\WiE7_2. bk =lw
E] assign pay expork,bxk E] Funding_Export Wi, kxt =w
IE] Assignment_Pay_Export_FP3.ExE E] Funding_Export_WiEF2.Exk =w
E] Assignment_Pay_Fxport_WG3.Exk E] masterindextest, bxt = w
E] eadexport, bxk E] P2 import, bxk =lw
& I ] 2l
File name: |.-'-‘«ssignment_F'a_l,l_E wport_THZ bt |£|| [ Save ]
Save az lype: | Text Document L% | [ Cancel ]

You will receive the following message. Close the dialog box.
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10.

Download complete

N
= Dowvwnlaad Camplete

Saved:

ignment_Pay_Export_TRZ bk From ofmapaoly<400

(O T T T T T T T T
Diownloaded: 183 KB in 1 sec

Dovnload to: I\, .. \Assignment_Pay_Export_TRZ.kxt

Transfer rate; 153 KB3ec

[ ] Cloze thiz dialog box when download completes

[ Open ] [ Open Faolder ] L Cloze J

View the Position File List to make sure the Exported column says “Assignment Pay”.

Note: Once the file is exported it is marked as assignment pay and the file cannot be updated. Users
with Budget Operations access may set the Exported flag to None by going through Update on the
Position File List.

Peciticr) Fik
Poamon File List Traner Traning 225 - Washingon Stata Patrol
At Filbey

Funifiog ~
Position Ups  Uwnor - \ Recurd  Lacept Tithey Exiract Resesysen!
Soloct file IDA Lock  Lock 'Jw/ Exported LY woonts Count  Count  Blenoium Qute Updated By ay
l O ma Tramer - Coox To Flie > ” Tranng, Traner 777 12 200707 L1/3/2008Tranng, Trares
Open Excel.
Select File/Open.

Change the Files of Type to Text Files.

Select the file exported in step 1.
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Loak in: |[f:‘| My Documents V| @ - Q@ X Ci B3~ Tools~
@ Marne e
: E] Funding_Export_133.kxt
g‘;’cﬁr‘i‘;‘:i ) Funding_Export_wG7_2.txt
E] assign pay expork, bxk
= ] Funding_Export_wia7 bxt
E ] Funding_Expart_W&72, bt
Deskbop E] Assignment_Pay_Expork _\WiE3,.Exk
IE] Assignment_Pay_Expork_FPS.Exk
g ] TALSExpart_D046_9292008] txt
| Z] Funding_Export_aaa.txt
My Documents E] Funding_Expart_Wwizd bxt
Itij Funding_Expart_TRZ,kxk
g’ E] Funding_Export_Wwiad, bxk 3
E] Assignment_Pay_Expork_TRZ.Exk -
My Computer 3
e {_ i} l -
File name: .
My Metwark, - | hs | —
Flaces Files of Lype: |Text Files (*.prn; *.kxk; *, csv) V| | cancel |

11.  Select Open to open the Exported file. This will bring up the Text Import Wizard. Select Original data
type as delimited, then select Next.

Text Import Wizard - S5tep 1 of 3

The Text \Wizard has determined that your data is Delimited,
If this is carrect, choose Mext, ar choose the data bype that best describes wour data,

Criginal data bype
Choose the file bype that best describes yvour data;

(%) Delimited - Characters such as commas ot tabs separate each Field.
() Fixed width - Fields are aligned in calumns with spaces between each Field.
Stark impork ak powe: File arigin: 437 : OEM United States w

Preview of file T4y DocurmentsiAssignment_Pay_Expork_TRZ.kxt,

1l pgencydPositionGroupONanedJobClassOPositiontanberOPositionStart])
2 FZEOTREZOOTROOPER CADETO?100714101/1/71500 1z:00:00 AMO-1E509Z2109
2 EZE0TREZOO0TROOPER CADETOZ10071400151 /1500 1z:00:00 AMO-1E03Z=00%
4 F=SOTRZ00TEOOPER CADETOV100S5Z1501/1 /1500 1=2:00:00 AMO-150322503
£
&

[

zEOTREOOTROOPER CADRETOZ100070001/1/19200 1z:00:00 AMO-1509z2=z209

| >

= Back L_MEX': = ] [ Einish
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12.  Check to select the Tab under the Delimiters option, then select Next.

This screen leks wou set the delimiters your daka contains, You can see
hiow wour kext is affected in the preview below,
Delimiters i -
[ ] Treat consecutive delimiters as ane
Tah [ semicalon [ ] comma
[space [ cther: Text qualifier: =
Data preview
gency [PositionGroup Mame JobClass PositionNumber [Positionst] ™
zZE TREZ TROOPER CADET [flO07141 Ls1s1500 1
5 TRE TROOPER CADET [7lO07140 Ls1rs1500 1
zh TRE TROOPER CADET [FlOO0EELE Ls1s1200 1
zk TRE TROOPER CADET [flO0O0700 LALAL200 17 4
L >
| [ Eirish |

For each column that has data that begins with a zero, click the column then select Text under Column
data format. Note: This step is critical so that data does not lose leading zeros once imported into
Excel. For example, without this step, Fund 001 will be imported as Fund 1. There is a short cut of
holding down the Shift key to highlight selected columns plus all columns in between.

Agency

Position Number

Person ID
This screen leks vou select each column and set Caolurmn data Farmak
the Data Format, () General

‘General’ converts numeric values to numbers, date (®) Text
walues bo dates, and all remaining values to text, () Date; MDY v

() Do not import column (skip)

Daka preview

at__leneral Copncr I

gency [PositionGroup Mame JobClass = ositionge] ™
EE TRE TROOPER CADET fFlr1300 1
EE TRE TROOPER CADET SlAlz00 1
ZE TREZ TROOPER CADET Flf1500 1
ZE TRE TROOPER CADET SLA1900 17 .
£ >

Cancel H < Back
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13.  Select Finish once all required columns are marked as Text to open the file.

14.  With the opened file you can change wage type elements on a position. Rows that were exported must be
included in the import file. The import file cannot contain rows that were not exported. Note:
Please study the below chart for data rules and examples.
Skip assignment pay updates in training

Header Datatype Example Imported? Import Validation

Agency* char(3) 105 No 1. Required

2. Must match file
PositionGroup* char(3) 10 No 1. Required

2. Must match file
Name varchar(30) | Doe, John No N/A
JobClass char(16) COM VEH No N/A

ENF OF 2

PositionNumber* char(8) 186 No 1. Required

2. Must match with exported

position
PositionStartDate* datetime 1/1/2005 No 1. (Required) Must be a valid

datetime (tier 1)

2. Must match with exported

position
PersonID* int 12345 No 1. (Required) Must be a valid

int (tier 1)

2. Must match with exported

position
SalaryRange char(8) 40 No N/A
1019 - Educ 2Yr varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1020 - WSP Armorer varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1021 - WSP Academy Instructor varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1022 - WSP Detective varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1023 - WSP SW Incident Resp Team | varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1024 - WSP Trooper of the year varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1025 - WSP CTS Trooper of the yr varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1026 - WSP Canine unit Member varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1027 - WSP Motor cycle Officer varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1028 - Educ 4Yr varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1029 - WSP Bomb technician varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1030 - WSP Single Engine pilot varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1031 - WSP Canine Training Ofc varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1032 - WSP Outpost duty pay varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1033 - WSP Executive Prot Unit varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1034 - WSP Multi engine pilot varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1035 - WSP Command pilot varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1046 - VarAssn% varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1051 - WSP Snohomish Co. varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1052 - WSP Pierce Co. varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1053 - WSP King Co. varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1605 - WSP Assignment Pay 3.0% varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1650 - WSP FTOP Trooper 10% varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
1651 - WSP FTOP Sgt./Lt. 5% varchar(1) Y or Blank Yes 1. Must Be a Y or Blank (tier 1)
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| Note: all validation is tier 2 except where noted.

15.  Select Save As to save the file.
16. Reselect the exported file name and select Save.

17.  Select Yes to replace the existing file.

Microsoft Office Excel

i ' '} The file Assignment_Pay_Export_TRZ.bxt already exists, Do vou wank to replace the existing File?

e ) Cw )

18.  Select Yes to the notice that you are saving a text file.

Microsoft Excel |X|

Assignment_Pay_Fxpork_TRZ.bxk maw contain Features that are not compatible with Text (Tab delimited). Do vou wank to keep the warkbook in Ehis
fFormat?

L3
w + To keep this Format, which leaves out any incompatible Features, click Yes,
+ To preserve the Features, click Mo, Then save a copy in the lakest Excel format,
+ To see what might be lost, click Help.

I_Yes][NnJ[HelpJ

19.  Go back to SPS to the Position File List screen.
20.  Select the position file that was originally exported and the Import/Assignment Pay tab.

21.  Browse for the exported file from the Import Assignment Pay dialog box.

2 g Bevigrmnedt Fap - Wab Puge [Hahg

Llmport Assignment Pay

Select a pre-formatted text file to upload.

22.  Select the file to import and select Open.
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Look ir: I £} My Documents j o= £ Ef-
@ Mame Size  Tvpe | Dateﬁj
= ViewPDFReport pdf 121 KB Adobe Acrobat Doc... 10720
ggcﬂfnc;?wr:; 'ﬁsecurity.pdf 152KE Adobe Acrobat Doc...  10J20
sps export best,xls 37ZKB  Microsoft Excel Wor..,  10/20
@ \.l'acatian_accrual.xls 14 KB Microsoft Excel Wor,,,  10/28
Dok @ Funding_Export_ada, bxt 65 KB Text Docurment 10428
FEROR [Z] Funding_Export_Wisg.bxt 2KB  Text Document 10/25
< LeaveRequestFnrm.doc I03KE  Microsoft Word Doc.., 10429
@ 88 Setup_Snagltstamps_Educati, . 673KE  Application 10§29
i Doietamiorts 15 PosiitionCetail, snag 105 KE  Snaglt Editor Image 10529
aIIDtmentdetaiI.xIs 159 KB  Microsoft Excel Wor.,, 10431
i Week]y Status Report for We. .. 107 KB Microsoft Word Doc...  11/3f:
@ Funding_Export_TRZ.bxk 11 KB Text Document 11310
My Camputer @ Funding_Export a4, bxt 1KE Text Document 11130 ]
E Assignment_Pay_Export_TRZ... 177 KE  Text Document 11,!'3;':&
G = i | >
My Metwork File name; IAssignment_F'ay_E =port_TRZ tat j Open |
Places
Files of ype: IAII Files [*.7) ;I Cancel |

23.  Verify the file was filled in correctly in the Import Funding dialog box and select Ok.

2 Import Assignment Pay -- Web Page Dialog

Import Assighment Pa

Select a pre-formatted text file to upload.
|I:\My Ducuments\.ﬂxssignment_F'ayJ[ Browse.. |

Ihttp:,l',l'nFmapc-Iy4EID,I'BF'.SSWEB_qa,I'SPS,I'Pnsiti-:nListing,l'Im: |Q Trusked sites

24.  If there are errors, you will receive an Assignment Pay Import Error Report that you can Print to recall
how to fix the errors.
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‘A Assignment Pay Import Error Report -- Web Page Dialog

Assignment Pay Import Error Report

SPS: Assignment Pay Import Error Report

Agency 225-Patrol, Wash State
Date & Time 11/3/2008 5:59 P

Row Error Description

Position removed that was in export, Positionhumber:
70083157, PersonlID: 104861, PositionStartDate: 12/20/1985
Position removed that was in export, PositiontNumber:
70083670, PersonlD: 108775, PositionStartDate: 3/16/2004
Position removed that was in export, PositiontNumber:
70093284, PersonlDy, 105948, PositionStartDate: 7/31/1996

¢ Cancel
Ihttp:,l',l'ofmap0Iy4EID,I'BASSWEB_qa,l'SPS,I'PUsitionListing,l'ResultLog.aspx?type=e |0 Trusted sites I

25.  Once errors have been corrected repeat steps 1-23.

26.  Once everything has been corrected and is in the correct format you will receive the following message.

Microsoft Internet Explorer |X|

/ ! : File uploaded successfully.

27.  Select OK and you will return back to the position file list screen
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Appendix 5 - Report Samples

1. Position Listing Report by Position Number. You can also sort by:

Program Index, Position Number

Name, Program Index, Position Number
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2. Allotment Detail Report by Position Number. You can also sort by:

e Program Index, Position Number
e Position Number (one page rollup regardless of funding)
o Name, Program Index, Position Number

95001 Salary Projection System Page L of32
Allotment Detail Report 206.40PM

Projection File: 516 PFML

Agency: 163 Consohdated Technology Services Increments:  Yes

Biennium: 2017-19 Starting Fiscal Month: 01 - July 6767: Yes

Projection Run Date: 05162019 Pasition File: 516 PFML COLA: Yes

Sort By: Posiion Number Funded: No

Filter: No filter applied

Position Number: 71027130 Part Time Percent:  100.00 Job Class:  OFM006 OFM Exec Mar Program Index: 10120

Name: 1o name listed Range: Step: Organization Index: 1200

Pasition Start Date: 04'16/2012 Termination Date: Increment Date: Proj Subproj/Phase: IT™O/

Pay Code: S Retirement Plan: P2 PERS Plan 2 Fund-AT: 458-1 Consolidated Tech Serv Revol Budget Unit:

Expenditure Authority Index: 070 CTS Services (OCIO - Appropnated) Proration Percent: 100.00

Fiscal Year 2018 Julv  August Septemsber  Octaber November December Janmary February March April May June Tatal

Saff Moaths 1.00 100 1.00 1.00 100 1.00 100 1.00 1.00 100 100 1.00 1200

AC Sute Exemnpt 1287700 (287700 1287700 (287700 1287700 1287700 1287700 1287700 1287700 1287700 1287700 1287700 15452400

Salary Tatal 1287700 1287700 1287700 1287700 1287700 128770 12877.00 12.877.00 12.877.00 12.877.00 1257700 12,877.00 134,524.00

BA OASI 79837 79837 798.37 701.03 000 0.00 12877 12877 12877 12877 12877 12877 386876

BB Returement 161220 161220 161220 161220 161220 161220 161220 161220 16122 161220 161220 161220 1934640

BC Medscal 4398 4398 4398 4398 4398 4398 3958 3958 39.58 3958 39.58 39.58 50136

BD Health 913.00 913.00 913.00 913.00 913.00 913.00 91300 913.00 91300 913 913.00 91300 10,956.00

BH Medicars 25754 257.54 25754 257.54 257.54 25754 25754 25754 25754 251 257.54 25754 309048

BX PPML 000 000 0.00 000 000 0.00 000 000 0.00 0.00 000 000 000

Benefits Tatal 362509 362309 362509 332775 2182672 28267) 298109 295109 193109 295109 295109 295109 37.763.00

Total Salary = Benefinn 1650209 1630209 1630209 1640475 1570372 1570372 1582809 1582809 15828.09 1582809 1552809 15528.09 192.287.00
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3. Allotment Summary Report by Program. You can also sort by:

e Program, Subprogram
e Program Index
o Division
e Org Index
e Account, EA Type by Agency
e Account, EA Type by Program
e Project
e Salary Projection System
Allotment Summary Report
Projection File: 516 PFML
Agency: 163 Consolidated Technology Services
Blenniun: 201719 StartingFiscalMonth: 01 - July
ProjectionRunDate: 05162019 Position File: 516 PFML
Filrer: No filter applied
Sort By: Program

Program: M40 Computer Services Div. (CSD)

Expenditure Authority Index: 963 CTS Services (Non- Appropriated)

Fiscal Yoar 2018 July  August September
Staff Mouths 1300 13.00 13.00
AC State Exeampt 9942 99412 99442
Salary Total 99442 99342 99.442
BAOASE 6165 6.165 6.165
BB Retiernent 12236 12236 12.236
BC Medical 360 560 560
BD Health 1869 118 11869
BH Medacare 1,989 1,989 1989
BK PFML 0 0 0
Benefits Total 32819 32819 32819
Total Salary + Benefits 132,261 132261 132,261
Fiscal Yoar 2019 July  August September
Staff Mouths 1300 13.00 13.00
AC State Exenpt 99442 90442 99 442
Salary Total 9442 9940 99,442
BA OASI 9as 952 954
BB Retwement 12236 11236 9944
BC Medical R0 09 509
BD Health 13000 13,000 13,000
BH Medicare 1,989 1989 1989
BK PFML 0 0 0
Bewefits Total 2372 28728 26436

Total Salary + Benefits 128170 128170 125878

October Navember Decombor
13.00 13.00 13.00
99,442 99 442 99 442
99,442 99,442 95 442
6.165 6,165 6.165
12.236 12236 12236
360 560 560
11,869 11,869 11.869
1989 1,989 1,989

0 0 0
32,819 32819 32519
132,261 132,261 132261

Octobesr November Decomber
13.00 13.00 13.00
99,442 99 442 99,442
9442 99442 99442

994 994 994
9,544 894 994
509 509 509

13,000 13.000 13.000
1989 1,989 1.989

0 0 0
26,436 26,436 16,436
125878 125878 125878

-03-

January February

13.00 13.00
99442 99442
99442 90442

994 94
12236 12236
509 09
11869 11869
1,989 1,989
0 0
27,597 27897

127039 127,039

January Februa
1300 135

95442 99442

929442 99442
994 994
9944 9944
686 686
13000 13,000
1989 1989
21983 2083
29596 29596

126038 129038

Increments:  Yes

6767
COLA:

Funded:

April
13.00
99 442
99,442

12236

11.869
1989

27,897
127,038

April
13.00
99,442
99,442

9944

13,000
1989
2983

29,596

129.038

Yes
Yes

27,597
127,039

May
13.00
994402
99,442
994
9ei
686
13,000
1989

Page 1 of 11
511672019
2:2045PM
Jume Total
1300 15600
99442 1193304
99.442 1193304
994 2,953
12236 146832
509 6414
11869 142428
1989 23868
0 0
7597 36249
127,039 1,335800
Jumne Total
1300 15600
99,442 1193304
99,442 1,193,304
954 11928
9944 123912
686 7,170
13000 156000
1989 21368
29083 17.898
29596 340,776
120,038 1,534,080



e Name, Program Index, Position Number

4. Allotment FTE Report by Position Number. You can also sort by:
e Program Index, Position Number
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5. Incremental Report for General Salary Increases by Program. You can also sort by:

January February

LR -N-N-E-N N-E-J

February
354

303

=7

47

63

1n

121

LB =~

March

303
T63
47
63
11
121

° Program, Subprogram

e Program Index

e Division

e Org Index

o Account, EA Type by Agency

e Account, EA Type by Program

e Project
SPS00S

Salary Projection System
Incremental Report for General Salary Increases

Projection File: MP1 Projection for Megan
Agency: 105 Office of Financial Management
Biennlum: 2007.09 Starting Fiscal Month: 01 . July
Projection Run Date: 08152008 Position File: No longer exists
Filter: No filter apphed
Sart By: Program
Program: 110 Statewide Systems
Expenditure Authority Index: 098
Fiscal Yoar 2008 Jalvy  Aungust September  October November December
AA State Clasufied 0 0 o 0 0 0 0
AC State Exenpt 0 0 0 1] 0 0 Q
Salary Total o ) 0 0 0 0 0
BAOASIT 0 0 0 0 0 0 0
BB Retirement 0 0 0 0 0 0 LU
BH Medscare 0 0 '] 0 0 0 0
Benefits Total 0 0 0 0 0 0 0
Total Salary + Benefits a n o 0 0 0 0
Fiscal Yoar 2009 Julv  Angust September  October November December  January
AA State Clavsafied 0 0 454 454 454 452 454
AC State Exenpt 0 0 303 303 303 303 303
Salary Total 0 0 787 -y 7 el EEl
BA OAST 0 0 47 47 7 v} 47
BB Retirement 0 0 63 63 63 63 63
BH Medacare 0 0 1 1 11 n 11
Benefits Total 0 0 121 11 121 121 121
Total Salary + Benefits 0 0 578 878 878 §78 §78
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6. Incremental Report for Merit System (PID) Increases by Program. You can also sort by:

e Program, Subprogram
e Program Index
e Division
e Org Index
o Account, EA Type by Agency
e Account, EA Type by Program
e Project
e Salary Projection System
Incremental Report for Merit System (PID) Increases
Projection File: 010 Test
Agency: 105 Office of Financial Mansgement
Bienniun: 2017-19 Starting Fiscal Month: 01 - July
Prajection Run Date: 05092019 Position File: 010 Test
Filter: No filter applied
Sort By: Program

Program: 050 Statewide Accounting
Esponditure Anthority Tndex: 130

Fiscal Year 2018

AA State Clasufied
Salary Total

BA OASI

BB Retwement

BH Medacare

BK PFML

Benefits Total

Total Salary + Benefits

Fiscal Year 2019

AA State Classified
Salary Total

BAOASI

BB Retwement

BH Medacae

BK PFML

Benefits Total

Total Salary + Benefits

July  Augwst Seprember  October November December  Jaunary February
0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0
0 (4] Q 0 0 0 0 0
0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0
0 0 0 0 0 0 0 0
July  Avgut September October November December  Jamnary Febrmary
398 398 398 198 308 398 805 805
398 398 398 198 398 398 s08 508
25 25 25 25 25 25 0 50
51 51 51 51 51 51 103 103
6 5 6 6 5 6 12 12
0 0 0 0 0 0 3 3
82 82 82 82 52 82 168 168
480 480 480 480 480 480 973 973
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